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IN TIiODUGTORY  N( )TB. 


'Flic  principal  subject  of  the  inquiry  into  the  organization  and  business  methods  of  the  Government,  as 
stated  in  the  act  appropriating  money  for  its  conduct,  is  to  inaugurate  new,  or  change  old,  methods  of  trans¬ 
acting  public  business,  so  as  to  attain  greater  economy  and  efficiency.  The  accounts  and  reports  of  the  Gov¬ 
ernment  are  the  only  means  whereby  the  facts  of  business  may  be  made  readily  available  to  those  who  are 
responsible  for  economy  and  efficiency.  Any  plan  which  looks  toward  the  more  effective  control  over  the 
business  of  the  Government  must  necessarily  take  into  consideration  accounting  and  repoiting  methods. 

Recognizing  the  importance  of  this  subject,  among  the  first  joint  committees  appointed  was  one  which 
undertook  to  give  consideration  to,  and  to  formulate,  a  plan  which  would  enable  the  head  of  each  department 
to  obtain  the  information  required  within  his  department,  and  would  at  the  same  time  permit  of  bringing 
together  the  facts  of  business  in  each  department  in  such  manner  as  to  admit  of  a  statement  being  made  for 
the  Government  as  a  whole.  At  the  first  meeting  held  by  this  committee,  it  decided  to  adopt  for  its  guidance 
the  following  procedure: 

1.  Take  under  consideration  and  reach  a  tentative  conclusion  as  to  the  facts  or  classes  of  facts  that  an 
administrator  should  have  before  him. 

2.  Consider  the  form  or  forms  in  which  these  facts  or  classes  of  facts  should  be  presented. 

3.  Make  suggestions  as  to  what  accounting  methods  and  accounting  forms  and  procedure  should  lie  em¬ 
ployed  in  order  to  obtain  the  information  needed  for  purposes  of  regular  reporting  as  well  as  for  purposes  of 
answering  special  inquiries  and  making  special  reports. 

The  purpose  of  this  circular  is  to  place  in  the  hands  of  each  of  the  several  committees  cooperating  in  the 
inquiry,  and  each  person  in  the  service  who  may  be  interested  in  the  technical  problem  of  administration  and 
accounting,  drafts  of  forms  which  it  is  thought  will  be  helpful  as  a  first  step  toward  getting  the  accounting 
and  reporting  of  all  departments,  so  far  as  practicable,  on  a  common  basis.  In  submitting  these  forms  the 
commission,  and  the  committees  cooperating,  have  purposely  avoided  the  issue  as  to  the  desirability  of  central¬ 
ized  or  decentralized  accounting;  neither  is  question  raised  as  to  whether  any  particular  bureau  or  office  should 
or  should  not  keep  accounts.  By  confining  discussion  to  the  method  of  keeping  and  rendering  accounts  it  is 
thought  that  greater  progress  can  be  made  toward  the  development  of  a  procedure  equally  useful  and  adapt¬ 
able  to  the  several  branches  of  the  service  than  if  the  two  questions  of  method  and  organization  were 
combined.  As  a  help  in  coming  to  an  understanding  and  as  preliminary  to  the  actual  drafting  of  forms, 
consideration  was  given  to  the  general  principles  that  should  govern  the  preparation  and  use  of  expenditure 
documents,  and  the  forms  and  procedure  for  expenditure  accounting.  Numerous  conferences  were  held  with 
department  representatives  and  committees  on  this  subject,  the  result  of  which  was  that  an  agreement  was 
reached  regarding  the  fundamental  principle  that  should  guide  all  who  were  at  work  on  this  general  subject  in 
the  several  departments  and  services  of  the  Government.  These  conclusions  are  made  the  first  part  of  the 
circular  which  follows. 

F.  A.  Cleveland,  Chairman, 

W.  F.  Willoughby, 

W.  W.  Warwick, 

F.  J.  Goodnow, 

Commissioners . 

M.  O.  Chance,  Secretary. 


The  White  House,  May  18,  1911. 
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DESCRIPTION  OF  ACCOUNTING  FORMS 


SUGGESTED  AS  A  MEANS  OF  OBTAINING  INFORMATION  NEEDED 
ABOUT  APPROPRIATIONS  AND  FUNDS,  STORES,  EXPENSES, 

CAPITAL  OUTLAYS,  ETC. 


THE  PRINCIPLES  WHICH  HAVE  BEEN  ACCEPTED  AS  A  BASIS  FOR  DISCUSSION  AND  COL¬ 
LABORATION  IN  THE  PREPARATION  OF  FORMS  FOR  EXPENDITURE  ACCOUNTING  AND 
THE  DESCRIPTION  OF  THEIR  USE. 


The  principles  which  have  been  accepted  as  a  basis 
for  discussion  and  collaboration  in  the  preparation  of 
forms  for  expenditure  accounting,  and  the  description 
of  their  use,  are  the  following : 

1.  For  the  purposes  of  making  available  to  the 
administrative  head  of  each  department  or  independ¬ 
ent  establishment  the  information  which  he  needs  in 
directing  the  business  of  the  Government,  three  classes 
of  accounts  should  be  kept: 

(a)  Fund  Accounts — that  is,  accounts  by  means  of 
which  the  exact  condition  of  each  fund,  appropriation,  . 
and  each  allotment  of  funds  and  appropriations  may 
be  known. 

(b)  Fidelity  Accounts — that  is,  accounts  by  means 
of  which  the  fidelity  of  each  officer  or  agent  charged 
with  the  safekeeping  of  cash,  stores,  or  accountable 
properties  may  be  determined. 

(c)  Expenditure  Accounts — that  is,  accounts  by 
means  of  which  the  expenses  incurred  and  the  out¬ 
lays  for  stores,  properties,  and  equipment  during  each 
reporting  period  may  be  promptly  and  accurately 
shown. 

2.  In  order  that  complete  and  accurate  knowledge 
of  the  exact  condition  of  each  fund,  appropriation, 
and  allotment  may  be  had,  Fund  Accounts  should  at 
all  times  display : 

(a)  The  balance  of  each  fund,  appropriation  and 
allotment  subject  to  requisition  for  advances  of  cash 
to  disbursing  officers  at  the  beginning  of  the  period. 

(b)  The  amount  of  requisitions  approved  for  cash 
advances  to  disbursing  officers,  direct  settlement,  or 
audited  debts,  during  the  period. 

(c)  The  amount  of  repayments  of  cash  made  by  dis- 
bursing  officers  or  audited  credits,  during  the  period. 

( d )  The  balance  subject  to  requisition  for  cash 
advances  at  the  end  of  the  period. 

(e)  The  unexpended  balance  of  each  fund,  appro¬ 
priation  and  allotment  at  the  beginning  of  the  period. 

(/)  The  amount  of  vouchers  registered  during  the  . 
period. 


( y )  The  amount  of  appropriations,  fund  and  allot¬ 
ment  credits  during  the  period. 

(, h )  The  unexpended  balance  at  the  end  of  the 
period. 

( i )  The  unencumbered  balance  of  each  fund,  appro¬ 
priation  and  allotment  at  the  beginning  of  the  period. 

(j)  The  amount  of  encumbrance  registered  during 
the  period. 

(k)  The  amount  of  encumbrance  released  during 
the  period. 

( l )  The  unencumbered  balance  at  the  end  of  the 
period. 

3.  In  order  that  the  accounts  with  each  officer  or 
agent  who  is  charged  with  the  safekeeping  of  cash, 
stores  or  other  accountable  properties  may  secure  full 
accountability  for  such  property,  Fidelity  Accounts 
should  show: 

(a)  The  amount  of  cash  (stores  or  other  account¬ 
able  property)  in  the  hands  of  each  officer  at  the 
beginning  of  the  period. 

(' b )  The  amount  of  cash  (stores  or  other  account¬ 
able  property)  received  by  each  ollicer  during  the 
period. 

(c)  The  amount  of  cash  disbursed  (stores  or  other 
accountable  property  dispensed)  by  each  officer  during 
the  period. 

(d)  The  amount  of  cash  (stores  or  other  account¬ 
able  property)  in  the  hands  of  each  officer  at  the 
end  of  the  period. 

4.  In  order  that  the  character  and  purpose  of  all 
expenditures  made  may  be  known,  Expenditure  Ac¬ 
counts  should  show  for  each  period  to  be  reported  on: 

(а)  Expenses  incurred  during  each  period : 

(1)  For  administration. 

(2)  For  operation. 

(3)  For  maintenance. 

(б)  Fixed  charges  accrued. 

(c)  Capital  outlays  during  the  period. 

{d)  Contingencies  and  losses. 

( e )  Expenditures  for  the  benefit  of  other  depart¬ 
ments  or  for  the  Government  as  a  whole. 
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5.  Controlling  Accounts:  For  the  purpose  of  ena¬ 
bling  the  administrator  to  determine  the  accuracy  of 
accounts  kept  and  reports  made,  and  at  the  same  time 
of  enabling  him  to  have  the  data  of  business  regularly 
reported  to  him  in  summary  form  by  significant  totals, 
each  general  subject,  pertaining  to  funds,  fidelity  and 
expense  should  be  represented  in  summary  and  con¬ 
trolling  accounts-the  detailed  analyses  of  which  should 
be  found  in  supporting  or  subsidiary  records  or  docu¬ 
ments. 

6.  While  the  classification  of  accounts  kept  in  order 
to  show  the  details  of  business  must  necessarily 
depend  on  the  form  of  organization  as  well  as  the 
activities  and  results  with  respect  to  which  informa¬ 
tion  is  needed  by  administrative  heads  and  by  Con¬ 
gress,  these  detail  accounts  and  reports  should  admit 
of  correlation  or  recapitulation  in  such  manner  that 
summaries  of  detail  transactions  and  results  by  divi¬ 
sions  and  bureaus  may  be  brought  together  for  each  de¬ 
partment,  and  the  business  of  all  the  departments  may 
be  brought  together  for  the  Government  as  a  whole. 

7.  The  accounting  method  to  be  employed  for  pur¬ 
poses  of  exercising  control  over  the  accuracy  of  ac¬ 
counts  kept  in  each  department,  bureau,  division,  or 
office  of  the  Government,  should  be  such  that  the 
accounting  information  (contained  on  each  of  the  docu¬ 
ments  of  business  which  is  made  the  subject  of  account) 
will  be  first  posted  to  a  register — the  totals  of  which 
will  furnish  the  data  for  the  summary  or  controlling 
accounts — after  which  the  same  data  should  be  posted 
to  the  detail  account  or  accounts  affected  thereby. 

8.  For  the  purpose  of  analysis  of  summary  as  well 
as  of  detail  accounts  and  as  a  means  of  enabling  the 
administrator  to  exercise  judgment  with  respect  to 
economy  and  efficiency,  provision  should  be  made 
in  the  expenditure  records  or  documents  for  showing 
in  exact  terms: 

(a)  What  the  Government  has  paid  for  or  issued. 

( b )  How  much  the  Government  has  paid  for  services 
rendered  or  for  things  purchased  or  issued. 

( c )  The  purpose  for  which  services  are  rendered  or 
things  are  purchased  or  issued. 

9.  The  basis  for  classification  of  objects  of  expend¬ 
iture  (things  purchased  or  services  rendered)  should 
be  such  as  to  permit  of  the  analysis  of  expenditures 
in  terms  of  standards  of  quality  and  price. 


10.  As  a  basis  for  applying  standards  of  quality 
and  price,  the  following  general  classification  of  ob¬ 
jects  of  expenditure  should  be  adopted: 

Salaries,  wages,  and  other  compensation  for  per¬ 
sonal  services  currently  rendered. 

Compensation  for  services  other  than  personal. 
Transportation  of  persons  (service). 
Transportation  of  things  (service). 

Subsistence  and  support  of  persons  (service). 
Subsistence  and  care  of  animals  and  storage  and 
care  of  vehicles  (service). 

Communication  service. 

Printing,  engraving,  lithographing  and  bind¬ 
ing  (service). 

Advertising  and  publication  of  notices  (service). 
Furnishing  of  heat,  light,  power  and  electricity 
(service). 

Special  and  miscellaneous  services  other  than 
personal  (including  repairs  by  contract  or 
open-market  order). 

Materials  not  specifically  adapted  for  use  as  sup¬ 
plies,  equipment,  or  structures. 

Supplies  and  material  specifically  adapted  for  use 
as  supplies. 

Stationery,  drafting,  scientific  and  educational 
supplies. 

Fuel  (including  burning  and  illuminating  gases, 
oils  and  liquids). 

Mechanics’  and  engineers’  furnace  and  foundry 
supplies. 

Cleaning  and  toilet  supplies. 

Wearing  apparel,  household  linen  and  hand¬ 
sewing  supplies. 

Forage. 

Provisions. 

War  supplies. 

Special  and  miscellaneous  supplies. 

Equipment  (including  live  stock)  and  parts  and 
materials  specifically  adapted  for  use  as  equipment. 

Structures,  nonstructural  improvements  to  land, 
and  parts  and  materials  specifically  adapted  for  use 
as  structures. 

Land. 

Capital  outlays  for  rights  and  obligations. 

Purchase  of  rights  to  demand,  control,  or 
enforce  action  or  of  rights  to  act. 


* 


ACCOUNTING  FORMS  SUGGESTED  FOR  USE. 


The  accounting  forms  which  follow  are  suggested 
as  a  means  of  obtaining  the  information  needed  about 
appropriations  and  funds,  stores,  expenses,  capital 
outlays,  etc.  Taking  them  up  in  the  order  of  the 
general  subjects  of  account  suggested  in  the  con¬ 
clusions  reached  by  departmental  representatives  in 
conference,  the  first  forms  submitted  for  consideration 
are  for  the  assembling  of  data  pertaining  to  funds, 
appropriations,  and  allotments. 

Fund  Accounts. 

The  first  general  class  of  accounts  which  it  is 
suggested  should  be  kept  as  a  means  of  keeping  those 
in  administrative  positions  advised  about  the  business 
in  hand  is  what  were  termed  fund  accounts. 

Fund ,  appropriation,  and  allotment  ledgers. 

Two  forms  are  submitted  on  this  general  subject. 

The  first  (Form  1)  is  so  drawn  as  to  show  all  the 
different  classes  of  information  which,  it  is  suggested, 
should  be  made  available  pertaining  to  each  fund, 
appropriation,  or  allotment;  namely: 

1.  The  balance  of  each  fund,  appropriation,  and 
allotment  still  subject  to  requisition  for  cash  advances. 

2.  The  balance  of  each  fund,  appropriation,  or 
allotment  still  subject  to  contract  or  other  in¬ 
cumbrances. 

3.  The  balance  of  each  fund,  appropriation,  or 
allotment  still  subject  to  pay  roll  or  voucher  payments. 

4.  The  unliquidated  balance  of  incumbrances  regis¬ 
tered  against  each  fund,  appropriation,  or  allotment. 

5.  The  cash  still  in  the  hands  of  disbursing  officers 
which  has  been  advanced  under  each  fund,  appropria-  I 
tion  or  allotment.  While  each  of  these  results  might 
be  shown  in  a  separate  record,  the  form  above  referred 
to  suggests  a  method  whereby  all  of  them  may  be 
shown  on  one  sheet  as  a  single  account.  That  is,  the 
form  suggested  if  used  will  enable  the  bookkeeper  or 
administrator  to  obtain  at  a  glance  complete  informa¬ 
tion  pertaining  to  each  fund,  appropriation  or  allot¬ 
ment  without  reference  to  other  records  or  accounts. 
In  posting  to  this  form  it  is  contemplated  that  entries 
will  be  made  in  three  sections  as  follows: 


1.  Entries  from  requisitions  for  cash  advances  will 
be  made  in  solid  formation  in  columns  17  to  20  under 
the  caption  “Requisitions  for  cash  advances.” 

2.  Entries  from  incumbrances  will  be  made  in  solid 
formation  in  columns  13  to  16,  under  the  caption 
“ Incumbrances  registered.” 

3.  Entries  from  pay  rolls,  vouchers  and  other  ap¬ 
proved  documents  of  payment  will  be  made  in  solid 
formation  in  columns  1  to  7  and  9  to  12  under  the 
general  captions  “Amount  of  voucher  charges”  and 
“Voucher  adjustments.”  Entries  of  amounts  of 
transactions  in  the  nature  of  increments  to  funds,  or 
additional  appropriations,  additional  allotments,  or 
transfers  resulting  in  increases  to  funds,  appropria¬ 
tions,  or  allotments  will  be  made  in  column  8  under 
the  caption,  “Fund  or  appropriation  credits,”  the 
descriptive  matter  pertaining  to  such  entry  being  made 
in  columns  1  to  4  inclusive. 

For  the  purpose  of  developing  totals  or  balances, 
each  of  these  three  general  sections  of  the  ledger  sheet 
should  be  independently  footed.  The  purpose  of  hav¬ 
ing  entries  made  in  solid  formation  in  each  of  the 
three  sections,  is  to  avoid  the  necessity  for  refooting 
every  time  a  total  or  balance  is  desired.  Separate 
columns  may  be  provided  at  the  end  of  each  section 
to  carry  balances  if  this  is  preferred  to  pencil  or  ruled 
balances.  Under  the  general  caption  “Incumbrances 
registered”  will  be  found  two  sets  of  columns.  These 
have  been  provided  for  on  the  form  in  order  that  con¬ 
tract  incumbrances  may  be  separately  shown  from 
noncontract  incumbrances,  such  as  authorizations  to 
officers  to  incur  expenses,  reserves  for  pay  rolls,  etc., 
if  separation  of  contract  incumbrances  may  be  thought 
desirable.  The  same  provision  is  made  in  that  section 
of  the  form  which  deals  with  voucher  charges  and 
adjustments  in  order  that  these  two  general  classes 
may  be  separately  liquidated,  thereby  showing  a  sep¬ 
arate  unliquidated  balance  for  each.  In  case  it  is  not 
thought  desirable  to  have  such  separation,  only  one 
set  of  columns  need  be  carried,  thereby  eliminating 
five  columns  and  reducing  the  form  correspondingly. 

An  alternative  form  of  fund  appropriation  and  allot¬ 
ment  ledger  (Form  2)  is  also  presented,  on  which  the 
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set  of  columns  under  tlie  general  caption,  “Requisi¬ 
tions  for  cash  advances, ”  has  been  omitted.  The 
reason  for  this  is  that  in  the  Department  of  the  Navy 
only  one  fund  is  subject  to  requisition  for  cash  ad¬ 
vances,  namely,  “General  account  of  advances.”  It 
is  also  probable  that  by  reason  of  the  organization  of 
the  accounting  work  in  certain  branches  of  the  service, 
it  may  be  desirable  to  keep  separate  ledgers  of  ad¬ 
vances. 

Each  of  these  two  forms,  submitted  as  illustrations, 
are  so  drafted  as  to  permit  of  both  pay-roll  payment  and 
other  voucher  payments  being  shown.  If  a  fund  ap¬ 
propriation,  or  allotment  be  for  pay  rolls  only,  the 
ledger  form  need  provide  for  this  class  of  payment 
only.  For  such  appropriations,  funds,  or  allotments, 
as  are  for  expenditures  other  than  pay  rolls,  it  is  not 
necessary  to  have  the  pay-roll  column  in  the  form. 

For  the  purpose  of  presenting  for  consideration  a 
separate  form  of  pay-roll  payments,  one  now  used  in 
the  Department  of  Agriculture  is  attached  (Form  3). 
This  form  not  only  provides  for  setting  up  the  pay-roll 
allotments  by  months,  quarters  or  annually,  as  it  may 
be  thought  desirable,  but  it  also  provides  for  showing 
the  amount  of  payments  made  to  each  person  em¬ 
ployed  each  month.  On  another  form  the  total  of 
the  payments  so  registered,  is  assembled  by  funds, 
appropriations,  allotments  (Form  4).  This  form  may 
be  used  to  represent  totals  by  pay  rolls  or  totals  ob¬ 
tained  by  recapitulation  of  the  individual  record. 

In  case  all  advances  made,  all  incumbrances  regis¬ 
tered,  and  all  vouchers  drawn,  are  against  allotments  of 
appropriations,  as  is  the  practice  in  many  ollices,  a 
separate  record  would  be  carried  for  appropriations. 
For  this  purpose  an  old-style  ledger  ruling  will  suliice; 
the  special  forms  suggested  would  then  be  used  for 
allotments  only. 

Contract  ledgers. 

Provision  is  made  in  the  fund,  appropriation  and 
allotment  ledger  (Forms  1  and  2)  for  showing  the 
amount  of  contract  incumbrances  against  each  author¬ 
ization  to  expend  money  and  incur  liabilities. 

It  may  also  be  found  desirable  to  keep  a  subsidiary 
ledger  or  record  by  means  of  which  may  be  shown  in 
detail  the  condition  of  each  contract  entered  into  by 
the  Government.  To  this  end  a  draft  of  a  contract 
ledger  is  submitted  as  a  basis  for  discussion  (Form  5). 
The  caption  of  this  ledger  provides  in  outline  form  for 
the  entry  of  descriptive  and  historic  data  carried  on  the 


contract  document — its  execution,  the  date  of  its 
expiration,  sureties,  etc.  The  credits  to  each  account 
are  to  be  entered  in  the  block  of  columns  shown  at  the 
top  and  immediately  under  the  descriptive  matter, 
several  columns  being  provided  therein  for  the  regis¬ 
tration  of  contracts  which  may  be  chargeable  to  more 
than  one  fund  or  appropriation  or  allotment.  The 
debits  to  the  contract  are  provided  for  below  in  two 
blocks:  1  he  first  block,  columns  1  to  8  inclusive,  are 
for  the  purpose  of  entering  orders  issued  against  each 
contract  as  for  supplies,  etc.,  the  several  columns  (3  to 
8)  corresponding  with  the  allotment  or  subdivision 
of  the  contract  by  funds  described  above,  column  9 
being  used  for  the  purpose  of  showing  the  total  of 
orders  issued.  The  second  block  of  columns  (10  to 
18),  under  the  general  captions  of  “Vouchers,”  “Ad¬ 
justments”  and  “Orders  liquidated,”  are  for  the 
entry  of  data  from  the  contract  payment  vouchers. 
In  each  block  the  entries  would  be  made  in  solid  forma¬ 
tion  in  order  that  the  columns  would  not  have  to  be 
refooted  at  reporting  or  balance  periods.  The  entries 
made  in  columns  10  to  13  would  be  the  description  and 
amount  of  the  vouchers  approved.  Column  14  would 
show  the  amount  retained  for  the  protection  of  the 
Government  or  bondsman.  Columns  15  and  16  would 
be  used  for  adjustments  between  the  amount  of 
voucher  and  the  attached  orders.  In  columns  17  and 
18  would  be  entered  the  number  and  original  amount 
of  each  order  liquidated. 

While  the  form  above  described  provides  for  com¬ 
plete  information  as  to  the  condition  of  each  contract, 
it  does  not  show  in  detail  what  has  been  ordered  or 
what  has  been  delivered,  nor  give  the  basis  for  the 
audit  of  a  contract  claim  in  terms  of  unit  of  measure 
or  price,  specification,  quantity  contracted  for,  etc. 
For  the  purpose  of  supplying  information  of  this  char¬ 
acter  another  form  is  submitted  which  is  intended  as 
a  sheet  supplementary  to  the  form  above  described 
and  which  may  be  carried  in  the  same  binder,  being 
more  readily  identified  perhaps  by  being  of  a  different 
color  and  also  by  being  made  a  sixteenth  of  an  inch 
shorter  than  the  financial  sheet.  On  this  form,  or 
audit  sheet  (Form  6),  provision  is  made  at  the  top 
for  notation  of  each  article  included  in  each  line  of 
the  contract  which  provides  for  the  delivery  of  several 
kinds  of  material  or  supplies.  Immediately  below  the 
entry  of  the  name  are  blocks,  or  spaces,  for  the  nota¬ 
tion  of  unit  of  measure  and  unit  of  price,  the  line  or 
specification  number  and  the  quantity  which  the  con- 
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tractor  has  agreed  to  deliver  at  the  price  named. 
Following  this,  provision  is  made  for  the  notation  of 
the  date  and  number  of  each  order  and  for  showing 
what  quantity  is  ordered  under  each  line.  Beside 
each  order  column  is  a  received  column,  in  which 
would  be  entered  as  a  memorandum  the  quantity  of 
goods  received  under  each  order.  Through  this  me¬ 
dium,  accurate  information  would  at  all  times  be  avail¬ 
able  as  to  what  quantity  of  each  kind  of  goods  con¬ 
tracted  for  had  been  ordered  and  what  quantity  of 
each  kind  of  goods  contracted  for  had  been  delivered 
thereby  preventing  over  ordering  and  over  delivery 
when  either  or  both  are  subjects  of  administrative  con¬ 
sideration. 

It  is  not  suggested  that  these  forms  are  suited  to 
every  purpose.  They  are  here  used  as  being  illustra¬ 
tive.  If  a  contract  ledger  is  not  kept,  and,  in  any 
event,  for  unit  price  contracts,  the  same  general  style 
of  form  may  be  used  for  the  convenience  of  auditors, 
to  avoid  the  necessity  of  going  to  a  contract  each  time 
a  claim  is  presented  for  audit.  In  this  event,  in  the 
block  of  columns,  under  the  name  of  each  article  in 
the  heading  the  specification  or  contract  line  num¬ 
ber  would  be  entered  in  the  first  column  and  the  price 
per  unit  in  the  second  column,  the  name  of  the  con¬ 
tractor  and  the  contract  number  being  carried  on  the 
side;  or  if  there  be  many  articles  and  few  contracts, 
the  process  might  be  reversed — carrying  the  contract 
number  and  name  at  the  top  and  the  article  at  the  side. 
It  not  in  frequently  happens  that  by  use  of  some  such  a 
device  practically  all  the  data  required  by  an  auditor 
for  checking  vouchers  to  contracts  may  he  placed 
under  a  glass  cover  on  top  of  his  desk,  thereby  decreas¬ 
ing  the  cost  of  audit  to  a  small  fraction  of  the  cost 
which  is  entailed  by  the  usual  practice  of  going  to 
the  contract  itself  for  this  information  each  time  a 
claim  is  presented. 

Forms  for  Keeping  Fidelity  Accounts. 

The  only  record  needed  to  show  the  fidelity  of  per¬ 
sons  charged  with  the  safekeeping  of  cash,  stores, 
equipment,  etc.,  is  one  which  will  accurately  represent 
the  quantity  in  hand  to  be  accounted  for  by  inventory 
or  count.  For  this  purpose  an  old-style  form  of  ledger 
or  cash  book  ruling  will  serve.  It  is  usually  desirable, 
however,  to  have  such  records  not  only  list  but  also 
classify  the  transactions  in  such  manner  as  to  show  the 
administrative  accounts  affected.  For  example  the 
receipts  side  of  the  cash  book,  aside  from  being  a  list 


of  cash  received,  may  show  sources  of  revenue,  or 
classes  of  collections  made;  the  disbursement  side  of  a 
cash  book  may  indicate  purposes  for  which  payments 
are  made;  a  record  of  stores  dispensed  may  show  the 
project  or  undertaking  to  which  goods  are  delivered 
for  use.  These  records  are  so  special  in  character  as 
not  to  make  it  seem  worth  while  to  do  more  than  to 
present  for  consideration  a  method  of  handling  stores 
accounts  (when  the  stores  lend  themselves  to  such  prac¬ 
tice)  in  a  very  inexpensive  manner. 

Stores  records. 

To  accomplish  the  purpose  of  classifying  stores 
issued  according  to  the  purposes  of  issue,  and  at  the 
same  time  not  to  require  more  than  one  entry  from  each 
requisition  Form  7  has  been  devised.  On  this  form, 
the  articles  requisitioned  would  be  listed  at  the  top, 
a  different  sheet  being  used  for  each  branch  of  the 
service  requesting  deliveries  for  use.  At  the  end  of 
each  month  the  quantities  of  each  article  issued  to  each 
division  would  be  totaled  on  each  sheet,  and  these 
quantities  would  be  carried  from  the  requisition  sheet 
to  a  summary  of  stores  issued  (Form  8).  On  this  sum¬ 
mary  the  articles  would  be  printed  or  written  in  the 
columns  1  to  3  so  headed.  The  distribution  columns 
would  have  written  or  printed  headings  according  to 
divisions  represented  in  the  requisition  sheets  sum¬ 
marized  thereon.  After  all  the  monthly  totals  of 
quantities  issued  had  been  entered  on  the  summary, 
these  would  be  cross-footed  to  obtain  the  total  of 
credits  to  the  storekeeper.  The  quantities  having  been 
cross-footed  and  proved,  these  would  be  multiplied  by 
the  price,  and  the  amount  would  be  entered  in  red  or 
some  color  different  from  the  quantities  to  assist  in 
cross-footing  and  proving.  The  totals  by  divisions 
and  the  grand  total  having  been  obtained,  the  totals 
representing  quantity  and  amount  of  each  article 
would  be  posted  to  a  sheet  (Form  9)  which  might  serve 
the  purpose  of  a  stores  ledger  and  statement  of 
•balances  in  kind  for  which  the  storekeeper  should 
account  by  inventory.  Such  a  procedure  would  make 
necessary  one  entry  only  each  month  to  a  stores  ledger 
and  controlling  account ;  this  would  also  produce  a  con¬ 
tinuous  inventory  and  by  footing  the  summary  sheet  by 
classes  woidd  enable  charges  to  be  made  by  classes  to 
accounts  kept  to  show  cost  of  operation,  etc.,  by  divi¬ 
sion,  job,  or  what  not;  no  account  need  be  kept  in  the 
store;  or  bin  tickets  may  be  kept  there  for  the  informa¬ 
tion  of  the  storekeeper  and  to  aid  in  preparing  the  in- 
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ventory.  This  form  and  practice  is  best  adapted  to 
institutional  stores,  such  as  hospitals,  schools,  etc.,  and 
to  office  accounts,  when  requisitions  are  frequent,  and 
when  requests  for  goods  are  similar  in  kind.  In  other 
circumstances  quite  a  different  method  may  be  used. 
Tn  some  instances  it  might  serve  better  to  have  stores 
invoices  and  stores  requisitions  registered  on  Form  11, 
from  which  recapitulation  and  summaries  may  he  made 
on  forms  ruled  in  blocks  using  the  “classification” 
symbols  for  convenience  in  analysis,  and  the  “specifi¬ 
cation”  numbers  for  stores  accounts. 

Construction,  Expense  and  Cost  Ledgers. 

The  third  general  class  of  accounts  suggested  (the 
construction,  expense  and  cost  ledgers)  like  the  fund 
and  appropriation  ledgers  lend  themselves  to  simple 
and  uniform  treatment.  For  this  purpose  nothing 
more  than  a  conveniently  ruled  analysis  sheet  is 
required.  The  form  of  expense  ledger  suggested  (Form 
10)  it  is  thought,  makes  provision  for  meeting  every 
requirement,  not  only  for  the  purpose  of  regular 
reporting,  but  also  for  promptly,  accurately,  and 
cheaply  producing  all  the  information  needed  for  the 
preparation  of  special  reports  when  called  for  and  in 
any  detail.  It  is  equally  adapted  to  showing  the 
analysis  of  cost  data  whether  the  same  be: 

1.  Cost  by  organization  units. 

2.  Cost  by  general  functions  and  group  activities 
undertaken  and  performed  by  organization  units. 

3.  Cost  by  projects,  results  or  jobs — whether  under¬ 
taken  or  completed  by  a  single  organization  unit  or 
the  result  of  processes  carried  on  within  a  number  of 
organization  units. 

4.  Cost  of  processes  entered  into  in  completing  or 
carrying  on  projects  or  jobs. 

5.  Or,  the  subanalysis  of  any  of  the  foregoing  in 
such  detail  as  will  enable  the  administrator  to  know 
exactly  what  classes  of  materials,  supplies  or  work 
went  into  any  job,  project  or  other  cost  summary  or 
total. 

Expense  account. 

For  purposes  both  of  review  of  the  distribution  made 
and  of  making  detail  analysis  of  each  subject  of  dis¬ 
tribution,  entry  of  the  “class”  and  “specification” 
symbol  contained  on  the  expenditure  document  posted 
may  be  carried  in  the  columns  bearing  corresponding 


captions,  immediately  preceding  the  column  to  which 
the  total  amount  is  posted.  To  illustrate:  Let  us  as¬ 
sume  that  the  subject  of  detail  account  concerning 
which  information  is  desired  is  the  Marine  Hospital, 
of  the  Department  of  the  Treasury.  To  the  end  that 
expenses  of  the  hospital  might  be  regularly  reported 
the  classification  of  accounts  kept  in  the  bureau  might 
be  as  follows: 

1.  Administration. 

2.  Professional  care  of  patients. 

(1)  Ward  service. 

(2)  Pharmacy. 

3.  Departmental  expenses. 

(1)  Ambulance  service. 

(2)  Morgue. 

(3)  Kitchen  and  dining  rooms. 

(4)  Training  school. 

(5)  Housekeeping. 

(6)  Laundry. 

4.  General  house  and  property  expenses. 

This  classification  would  be  obtained  b}7  using  a  dif¬ 
ferent  sheet  for  each  class,  all  of  the  sheets  in  the 
ledger  being  kept  under  the  control  of  a  single  sum¬ 
mary  ledger  account. — Expenses.— (Marine  Hospital.) 

The  totals  of  these  classes,  however,  are  only  rough 
indexes  of  the  economy  with  which  goods  are  pur¬ 
chased  or  used,  and  of  the  efficiency  of  those  who  are 
in  charge  of  the  institution.  For  the  purpose  of  giv¬ 
ing  information  with  respect  to: 

(a)  Exactly  what  was  paid  for  or  used, 

( b )  What  the  price  paid, 

(c)  Whether  the  services  paid  for,  the  things  pur¬ 
chased  or  requested  from  stores  were  adapted  to  the 
use  mad?  of  them  in  each  of  the  different  branches 
of  the  hospital,  the  code  symbols  might  be  employed 
which  would  make  possible  the  analyses  of  the  totals 
contained  on  each  page  and  in  each  column  in  such 
a  way  as  to  show  under  “Administration,”  for  exam¬ 
ple,  expenditures  according  to  standards  of  cost, 
such  as 

1.  Salaries  and  wages. 

2.  Transportation  of  persons. 

3.  Freight,  expressage,  etc. 

4.  Subsistence  of  persons. 

5.  Subsistence  of  animals,  storage  and  care  of 
vehicles,  etc. 
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6.  Telegraph,  telephone  and  commercial  messenger 
service. 

7.  Printing,  engraving,  lithographing,  etc. 

8.  Supplies. 

9.  Other  expenses  of  administration. 

The  record  would  also  indicate  (Form  11)  exactly  what 
was  service  or  thing  charged  and  what  the  rate  or  price 
in  each  of  these  subclasses.  Thus,  any  classification,  or 
subclassification,  might  be  obtained  at  any  time,  and 
in  such  detail  as  might  be  desired,  without  reference 
to  the  documents  from  which  the  postings  had  been 
made.  After  the  desired  information  had  been  taken 
from  the  account,  then  the  documents  from  which  the 
postings  had  been  made  might  be  taken  from  the  files 
if  need  be  as  supporting  evidence. 


Construction  and  cost  accounts. 

The  same  general  form  might  also  be  used  for 
construction  accounts,  or  for  any  other  class  of  infor¬ 
mation  involving  analysis,  the  classifications  shown 
on  the  subsidiary  records  or  sheets  being  kept  under 
the  control  of  some  central  office  record  or  account 
in  the  manner  above  described.  The  sheets  on  all  the 
subjects  of  construction,  expenses,  by  divisions  of 
service,  costs  by  jobs,  project,  etc.,  may  be  kept 
under  one  cover,  and  the  subdivisions  indicated  by 
tabs,  or  there  may  be  a  separate  ledger  for  each  subject 
or  subdivision  of  subjects  required  to  divide  the  work 
between  clerks  or  establish  subcontrols  for  the  purpose 
of  allocating  errors  in  postings,  and  footings. 


FORMS  AND  METHODS  FOR  ESTABLISHING  CONTROLLING  ACCOUNTS. 


So  far  the  forms  suggested  have  had  to  do  with  the 
character  of  information  desired — pertaining  to  funds, 
pertaining  to  fidelity,  pertaining  to  costs.  The  next 
general  principle  in  the  order  set  forth  in  the 
statement  of  principles  above  set  forth  (p.  4) 
pertains  to  a  method  whereby  the  accuracy  of  ac¬ 
counts  may  be  determined,  and  the  data  needed  for 
the  most  summary  reports  may  be  currently  assembled. 
To  this  end  a  form  has  been  prepared  which  is  sub¬ 
mitted  (Form  12).  It  is  thought  that  some  such  form 
of  register  might  be  used  in  each  department  and 
accounting  office,  where  desired,  for  the  purpose  of 
developing  the  totals  of  documents,  classified  in  such 
manner  that  the  totals  of  each  class  may  be  posted 
direct,  or  journalized,  to  controlling  accounts.  The 
classification  of  the  documents  for  the  purpose  of 
registration  would  be  determined  by  the  subjects  of 
general  ledger  or  intermediate  controlling  accounts 
kept  in  each  department.  The  same  form  would  be 
used  whether  individual  documents  were  registered 
or  simply  the  totals  of  schedules  of  documents;  in  the 
latter  case  a  lile  of  schedules  would  support  each 
register.  While  the  classification  of  documents  and 
registers  would  necessarily  vary  according  to  circum¬ 
stances,  it  is  thought  that  generally  speaking  the 
following  classes  of  documents,  or  schedules  of  docu¬ 
ments,  should  be  separately  registered: 

Appropriation  warrants. 

Advices  of  allotments. 

Advices  of  credits  and  adjustments. 

Contract  and  other  incumbrances. 

Requisitions  for  cash  advances. 

Accountable  warrants. 

Invoices. 

Vouchers. 

Time  tickets  and  pay  rolls  and  pay  vouchers. 

Unclaimed  salaries  and  wages. 

Stores  requisitions. 

Estimates  of  construction  completed. 

By  using  the  same  form  or  size  of  sheet  any  number 
of  the  classes  may  be  kept  under  one  cover  or  in  one 
binder,  thereby,  if  it  is  found  desirable,  having  only 
one  book  in  which  each  class  of  documents  registered 
would  be  indicated  by  tab. 


The  form  suggested  is  almost  identical  with  that 
suggested  for  an  expense  ledger  (Form  10);  in  fact 
one  form  might  be  employed  for  either  purpose.  The 
application  of  the  form  as  a  register  of  documents 
would  he  as  follows: 

Tn  columns  1  to  5  would  be  entered  the  number, 
date,  such  general  description  as  is  thought  to  be 
desirable,  posting  or  other  reference,  and  amount. 
Columns  7  to  18  would  be  used  for  purposes  of  further 
classification  or  distribution  and  would  permit  the 
register  to  be  used  as  a  journal.  For  example,  if 
the  class  of  documents  registered  be  “  requisitions  for 
cash  advances  to  disbursing  officers,”  the  total  of  all 
requisitions  approved  would  he  entered  in  column  6; 
columns  7  to  18  would  be  used  to  indicate  the  bureau 
in  which  the  requisition  originated,  thereby  enabling 
the  central  office  to  establish  intermediate  controlling 
accounts  over  the  several  accounting  offices  reporting 
to  it — the  theory  on  which  the  register  and  ledger 
forms  have  been  prepared  being  that  there  would  be 
only  two  detail  entries  to  be  made  from  any  document, 
viz,  one  for  purposes  of  establishing  a  controlling 
total,  with  such  subtotals  as  are  necessary  for  sum¬ 
mary  and  controlling  accounts;  the  other  would 
be  made  to  such  detail  account  as  might  be  af¬ 
fected  by  the  transaction.  By  posting  the  to¬ 
tals  and  subtotals  thereby  developed,  direct  from 
the  register,  summary  and  controlling  accounts 
would  be  independently  established  in  whatever 
classification  needed  for  the  most  summary  reports 
and  supporting  schedules.  The  trial  balances  or 
report  taken  from  the  detail  ledgers  would  provide 
the  accounting  officer  with  an  analysis  of  the  summary 
report  or  intermediate  schedules  developed  through 
the  registers;  the  controlling  ledger  would  provide  the 
means  for  proving  the  accuracy  of  distributions  on  the 
the  registers  and  the  postings  to  the  detail  accounts. 
A  central  accounting  office  might  keep  the  controlling 
accounts  with  the  intermediate  distributions  and  a 
branch  office  might  keep  the  detail  account,  or  both 
might  be  kept  in  the  controlling  office.  Any  adapta¬ 
tion  might  be  made  to  adjust  the  accounting  method 
suggested  to  the  form  of  organization,  without  dupli¬ 
cation  and  without  sacrifice  of  the  principle  of  control, 
or  of  convenience,  in  obtaining  prompt  and  accurate 
information. 
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Suggested  General  Outline  of  Controlling 
Accounts. 

In  considering  the  forms  of  registers  it  is  thought 
desirable  to  have  before  the  several  committees  and 
departmental  representatives  a  general  outline  of 
controlling  accounts.  In  submitting  such  an  outline 
it  is  also  thought  desirable  to  have  it  cover  all  of  the 
possible  transactions  and  relations  which  may  be 
made  the  subject  of  account  and  report,  whether  for 
the  purposes  of  a  department  or  for  the  purposes  of  the 
Government  as  a  whole.  As  a  matter  of  convenience,  i 
and  to  suggest  the  means  for  giving  facility  to  the 
making  of  entries,  tabulation,  classification,  etc.,  it  is 
suggested  that  some  method  of  abbreviation  or  code 
reference  to  accounts  might  be  employed.  To  this 
end  the  following  general  classification,  with  symbols, 
is  pi'oposed: 

General  classifica  tion  of  accounts — 
ca  =  Current  assets, 
cl  —  Current  liabilities  and  reserves, 
cs  =  Current  surplus, 
ex  =  Expenses, 
rv  =  Revenue, 
co  =  Capital  outlays. 
bd  =  Bonded  debt, 
cr  =  Capitalized  revenue  (or  surplus).1 
gf  =  General  fund, 
bf  ==  Bonded  fund, 
sf  =  Sinking  fund, 
tf  =  Trusts  and  special  funds. 

Assuming  that  the  above  classification,  in  the  most 
general  terms,  covers  every  subject  of  Government 
accounts,  each  of  the  foregoing  items  may  be  sub¬ 
divided  in  such  manner  as  to  indicate  the  main 
divisions  or  analysis  which  ordinarily  would  appear 
on  a  summary  balance  sheet,  as  follows: 

Classification  with  symbols  for  current  assets — 
ca  l=Cash. 

ca  ll=Cash  in  the  Treasury, 
ca  12  =  Cash  in  the  hands  of  disbursing  agents, 
ca  13  =  Cash — other, 
ca  2  =  Uncollected  revenues  receivable, 
ca  3  =  Other  accounts  and  notes  receivable, 
ca  4  =  Supplies,  materials  and  property  con¬ 
demned  for  sale, 
ca  5  =  Stores, 
ca  6  =  Advances. 

i  The  amount  invested  by  the  Government  in  lands,  buildings,  and  other  im¬ 
provements  from  revenues  on  surplus  instead  of  the  proceeds  from  bond  sales. 


Classification  with  symbols  for  current  assets — Con. 
ca  7  =  Current  work  in  progress, 
ca  8  = 

ca  9  =  Other  current  assets. 

Classification  with  symbols  for  current  liabilities — 
cl  1  =  Invoices  payable. 

cl  2  =  Contract  and  other  purchase  vouchers 
payable. 

cl  3  =  Pay  roll  and  salary  vouchers  payable, 
cl  4  =  Warrants  payable, 
cl  5  =  Checks  payable, 
cl  6  =  Notes  payable, 
cl  7  =  Judgments  and  awards  payable, 
cl  8  =  Other  current  liabilities, 
cl  9  =  Reserves  against  current  assets. 
Classification  with  symbols  for  expense  accounts — 
ex  1  =  Administration, 
ex  2  =  Operation, 
ex  3  =  Maintenance, 
ex  4  =  Losses  and  contingencies, 
ex  5  =  Fixed  charges, 
ex  6  = 
ex  7  = 
ex  8  = 

ex  9  =  Other  expenses. 

Classification  with  symbols  for  revenue  accounts — 
rv  1=  Customs, 
rv  2  =  Internal  revenue, 
rv  3  =  Corporation  taxes, 
rv  4  =  Public  lands, 
rv  5  = 
rv  6  = 
rv  7 

r v  8  =  Postal  revenue, 
rv  9  =  Other  revenue. 

Classification  with  symbols  for  capital  outlays — 
co  1  =Cash. 

co  2  =  Accounts  receivable, 
co  3  =  Properties,  etc.,  for  military  purposes, 
co  4  =  Properties,  etc.,  for  Civil  purposes, 
co  5  =  Payment  of  debt — Military  purposes, 
co  6  =  Payment  of  debt — Civil  purposes, 
co  7  =  Sinking  fund — Military  debt, 
co  8  =  Sinking  fund — Civil  debt, 
co  9  =  Other  capital  outlays. 

Classification  with  symbols  for  bonded  debt — 

bd  1  =  Original  issues  for  capital  funds — 
Military  purposes. 

bd  2  =  Original  issues  for  capital  funds — 
Civil  purposes. 
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Classification  with  symbols  for  bonded  debt — Contd. 
bd  3  =  Reissues  and  refunding  issues — Mili¬ 
tary  purposes. 

bd  4  =  Reissues  and  refunding  issues — Civil 
purposes. 

bd  5  =  Refunding  current  expenses — Military, 
bd  6  =  Refunding  current  expenses — Civil, 
bd  7  = 
bd  8  = 

bd  9  =  Other  bonded  debt. 

Classification  with  symbols  for  general  fund  account — 
gf  1  =  Estimated  general  fund  resources  not 
realized. 

gf  2  =  Net  cash  resources, 
gf  3  =  Resources  (net)  other  than  cash, 
gf  4  =  Unappropriated  balance  of  general 
fund  resources. 

gf  5  =  Unexpended  balance  of  appropria¬ 
tions. 

gf  51  =  Unencumbered  balance  of  appropria¬ 
tions. 

gf  52  =  Reserve  for  contract  and  other  en¬ 
cumbrances. 

gf  9  = 

Classification  with  symbols  for  bond  fund  accounts — 
bf  l=Bonds  authorized,  unissued, 
bf  2  =  Net  cash  resources, 
bf  3  =  Resources  (net)  other  than  cash, 
bf  4  =  Unappropriated  balance  of  bond  fund 
resources. 

bf  5  =  Unexpended  balance  of  bond  fund  ap¬ 
propriations. 

bf  51  =  Unencumbered  balance  of  bond  fund 
appropriations. 

bf  52  =  Reserve  contract  and  other  encum¬ 
brances  on  bond  fund  appropria¬ 
tions. 

bf  9  = 

Classification  with  symbols  for  sinking  fund  assets 
and  liabilities — 

sf  1  =Cash. 

sf  2=  Accounts  receivable, 
sf  3  =  Investments, 
sf  4  =  Deficiency 
sf  5=  Current  liabilities, 
sf  6  =  Reserve  required  to  meet  debt  when 
due. 


Classification  with  symbols  for  sinking  fund  assets 
and  liabilities — Continued. 

sf  7  =  Other  reserves, 
sf  8  = 

sf  9  =  Surplus. 

Classification  with  symbols  for  trusts  and  special  as¬ 
sets  and  liabilities — 
tf  1  =Cash. 

tf  2  =  Accounts  receivable, 
tf  3  =  Investments, 
tf  4  =  Deficiency. 

tf  5  =  Trusts  and  special  liabilities, 
tf  6  =  Reserve  required  to  meet  or  fulfill 
trusts  and  special  fund  liabilities, 
ts  7  =  Other  reserves, 
ts  8  = 

ts  9=  Surplus. 

It  will  be  observed  that  the  foregoing  outline  in¬ 
cludes  not  only  the  fund  accounts,  but  also  the  fidel¬ 
ity  accounts,  the  asset  and  liability  accounts  and  the 
expense  and  revenue  accounts.  In  considering  this 
outline  in  relation  to  the  forms  herewith  presented, 
only  that  part  of  the  classification  which  has  to  do 
with  expenditures  would  be  pertinent.  It  is  thought, 
however,  to  be  desirable  to  have  the  whole  scheme  of 
controlling  accounts  before  the  several  committees 
and  representatives  of  the  departments  while  consid¬ 
ering  the  forms  of  registers  and  the  general  ledger, 
as  well  as  the  intermediate  controlling  accounts  to 
be  established  therefrom.  By  way  of  application  an 
example  of  registration  and  distribution  for  purposes 
of  control  is  shown  (Form  13).  In  this  relation  it  is 
suggested  that  some  such  a  method  as  is  here  shown 
might  also  be  employed  in  the  preparation  of  budget 
estimate  or  other  classified  data  pertaining  to  expend¬ 
itures.  Any  subclassification  of  these  controlling 
accounts  by  organization  units  may  be  obtained  by 
having  a  separate  sheet  for  each  such  unit.  Any  de¬ 
tail  of  cost  of  product  or  result  within  an  organization 
unit,  or  even  if  several  organizations  contribute 
thereto,  may  be  obtained  in  similar  manner.  Sub¬ 
analyses  of  objects  of  expenditure,  in  terms  of 
“class”  and  “specification,”  may  be  brought  out  in 
the  manner  described  under  the  subject  of  expenditure 
ledgers.  If  at  any  office,  therefore,  a  double  entry 
system  may  not  be  desired  for  the  purpose  of  that 
office  full  information  may  be  obtained  by  placing  the 


» 
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“class”  and  “specification”  numbers  in  the  registers 
of  documents  from  which  cost  data  is  obtained.  In 
such  case  the  accuracy  of  the  account  by  totals  would 
be  proved  by  checking  the  analyzed  report  taken  from 
the  register  to  the  central  office  control. 

As  the  purpose  of  this  circular  is  to  get  before  the 
several  committees  forms  which  may  assist  in  reaching 


conclusions  before  making  requisition  for  next  year’s 
supply  the  mere  technical  accounting  procedure  gov¬ 
erning  entries  to  controlling  accounts  will  not  be 
taken  up  at  this  time.  Both  the  forms  of  controlling 
journal  entries  and  the  forms  of  reports  to  be  rendered 
will  be  the  matter  for  subsequent  circulars  on  these 
subjects. 


APPROPRIATION  AND  l 


Appropriation  or  Allotment. 


Date. 


Month. 

1 


Day. 

2 


Voucher  num¬ 
ber. 


Payee. 


Amount  of  Voucher  Charge. 


Incumbrances  liquidated. 


Contract. 


Other. 


Other  payments. 


Fund  or  appropria¬ 
tion  credits. 


Voucher  Adjus 
Contract. 


Add. 


Deduc 


10 


If  ALLOTMENT  LEDGER. 


Code _ 

Amount  $. 


Aii'« 


nt  on  Incumbrances. 


Other. 


Add. 


11 


Deduct. 


13 


Incumbrances  Registered. 


Contract. 


Number. 


13 


Amount. 


14 


Other. 


Number. 


15 


Amount. 


16 


Requisition  for  Cash  Advances  and  Direct  Settlements. 


Requisition  and  direct  settlements. 


Number. 


17 


18 


Amount 

requisition. 


Date. 

Number. 

19 

20 

Accountable  warrants. 


APPROPRIATION  AN  I 


Appropriation  or  Allotment. 


Date. 


Month. 

1 


Day. 


Voucher  number. 


Amount  of  Voucher  Charge. 


Payee. 


Incumbrances  liquidated. 


Contact. 


Other. 


Other  payments. 


Fund  or  appropriation 
credits. 


I  i. 


ALLOTMENT  LEDGER.  Code _ 

Amount,  $ 

Voucher  Adjustments  on  Incumbrances. 

Incumbrances  Registered. 

Contract. 

Other. 

Contract. 

Other. 

Deduct. 

10 

Add. 

11 

Deduct. 

12 

N  umber. 

13 

Amount. 

14  ‘ 

Number. 

15 

Amount. 

16 

> 

: 

Contract  No . 

Articles  or  Services . . . 

Contract  Awarded . _ . 19 . . 

Contract  Executed . 19.. 

Date  of  Receipt  by  Contractor . 19.. 


(JON  TRAC 

Date  of  Expiration . . 19 

Time  Extended  to . 19 

Contractor . . . . 

Address . . . . . . 

accounts  chargeable. 


Total  amount  of  oentract 


Orders. 


Date. 


No. 


10 


LEDGER 


-L 


Penalties. 


Sureties. 


Address 


Total. 


Vouchers. 


Adjustments. 


Orders  Liquidated. 


Date. 


10 


11 


Voucher 

No. 


Amount. 


12 


Other 

departments. 

13 


IT 


Per  cent 
retained. 


Added. 


15 


Deducted. 


No. 


1G 


17 


18 


Amount. 
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Form 
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SUMMARY  STATE  MEJ' 


Object  Symbol. 


Class.  Specification. 


D  7731 
D  7741 
D  7712 
D  7712 
D  7721 
D  7721 
D  7721 


D  7250 
D  7 250 
D  7271 
D  7211 


162 

163 

169 

210 

183 

184 

185 


320 

321 
419 
318 


Article. 


Beverages. 

Chocolate . 

Cocoa . 

Coffee — Santos . 

Bogota . 

Tea — Foo  Choo . 

Oolong . 

Young  Hyson . 

Dairy  -products 

Cheese — Edam . 

Pineapple . 

Eggs . 

Milk . 


Unit. 


lbs. 

lbs. 

lbs. 

Ibs. 

lbs. 

lbs. 

lbs. 


lbs., 
lbs., 
doz. 
qts. . 


Total . 


Price. 


60 

55 

12 

14 

35 

40 

50 


40 

35 

18 

8 


Total. 


Quantity. 


100 
200 
, 000 
500 
100 
50 
40 


150 

200 

1,000 

5,000 


Amount. 


60.00 
110.  00 
120.  00 
70.00 
35.  00 
20.00 
20.00 


60.  00 
70.  00 
180.  00 
400.  00 


Chief  surgeon’s  house. 


Quantity. 

Amount. 

Quantity. 

1 

.60 

10 

2 

1.10 

5 

5 

.  60 

50 

20 

5 

1 

.40 

1 

5 

5 

35 


Dietary 


1,  145.  00 


1.75 

.90 

2.80 


8. 15 


l.'i 


% 


r  ( 

)F  STORES  ISSUED.  Month  of  May,  19 11. 

hen. 

Main  kitchen. 

Wards. 

A  mbulance  service. 

Housekeeper. 

Laundry. 

Training  school. 

Chief  mechanic. 

mount. 


6.00 

2.75 
6.00 
2.80 

1.75 
1.60 
1.00 


4.  00 
1.  75 
3.  60 
23.  20 


54-45 


Quantity. 


Amount. 


Quantity.  Amount 


Quantity. 


Amount. 


Quantity.  Amount. 


Quantity.  Amount 


Quantity.  Amount. 


Quantity.  Amount 


5TO&.-&5  l_£pc,ec_. 


Full  Site  I3*,"X/J" 


- 


CONSTRUCTION,  EXPET 

Office  of 

0 

Document. 

Code  References. 

Amount. 

7 

Number. 

1 

Da 

2 

te. 

3 

Description. 

4 

Class. 

5 

Spec. 

6 

8 

9 

10 

If — 

IB 

|| 

j 

>E,  AND  COST  LEE 

>GER. 

Department  o 

F 

Distribution. 

11 

12 

13 

11 

15 

16 

17 

r  5_..' 

Account  General  Administration. 


Number. 


Date. 


Document. 


Code  References. 


Description. 


Class. 


Spec. 


AMOUNT. 


Salaries  and  wages. 


Office  of  M 


Transportation  of 
persons. 


Freight , 


tin 


8 

9 

10 

LEDGER. 

ine  Hospital. 

Department  of  the  Treasury. 

Distribution. 

• 

ressage,  etc. 

Subsistence  of  persons. 

11 

Subsistence  of  animals. 

12 

Tel.,  Tel.,  and  Com. 
messgr. 

13 

Pruning,  etc. 

14 

Supplies. 

15 

0  ther  expenses  of 
administration. 

,0 

17 

Register  of .  ( )KKI (J  K  OK . 

Document. 

5 

Amount. 

6 

1 

Number. 

1 

Date. 

Description. 

4 

7 

8 

!) 

2 

3 

Note  —The  following  documents  may  be  registered  on  this  form:  Appropriation  and  trust  fund  warrants,  appropriation  and  tr 
settlement,  appropriation  and  allotment  credits  and  adjustments,  requisitions  for  advances,  invoices  and  miscellaneous  claims  clai  i  i  - 
the  same  torm  with  slight  modification  may  also  be  used  for  an  expense  ledger,  a  construction  ledger  or  a  revenue  ledger.  ’ 


Department  of 


Distribution. 

10 

11 

12 

13 

14 

15 

16 

I  id  allotments,  contract  and  expenditure  authorization,  vouchers  and  payrolls  paid,  vouchers  and  pay  rolls  transmitted  to  Treasury  for 
j  salaries,  claims  for  annuities,  stores  requisitions,  revenues,  inventories. 


Register  of  Invoices. 


OFFICE  OF 


Number. 

1 


1238 

1239 

1240 

1241 

1242 

1243 

1244 

1245 

1246 

1247 


Document. 


Description. 

4 


Laundry  soap 

Pepper . 

Index  cards . . . 
Copying  ink . 
Typewriter . .. 
Rifle — gun... 

Paint . 

Oil  . 


Code  References. 


Class. 

5 

Spec. 

6 

Amount. 

1 

D4140 

10592 

$638.  29 

D7818 

10120 

51.24 

D1114 

1056 

15.  00 

D1174 

1156 

.32 

E5711 

1500 

80.  00 

E8121 

64 

1  429.87 

C6700 

8126 

5. 10 

D3132 

8082 

10.  20 

Ca.  5. 


9 


$638.  29 
51.24 


Ex.  l. 


Ex.  2. 


10 


$ 15 .  00 

.32 


$10.  i 


i 


Department  of 


Distribution. 


Ex.  3. 


11 


Co.  3. 


13 


$80.  00 

$1,429.81 

$5. 10 

Co.  4. 

13  14 


15 


16 


17 


18 


19 
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THE  PRESIDENT’S  COMMISSION  ON  ECONOMY  AND  EFFICIENCY. 


This  circular  is  issued  for  the  purpose  of  putting  into  the  hands  of  the  departmental  committees  on  economy 
and  efficiency  a  preliminary  draft  of  a  proposed  procedure  which  has  been  prepared  and  submitted  in  com¬ 
pliance  with  Treasury  Department  Circulars  Nos.  34  and  35,  dated  May  20,  1911.  While  the  details  have  not 
been  finally  settled,  since  it  is  the  first  procedure  submitted,  it  is  thought  that  its  publication  may  prove  useful 
to  other  departmental  representatives  and  the  several  committees  cooperating  with  the  commission. 

This  draft  was  made  by  Mr.  L.  P.  Worrall,  of  the  Office  of  Indian  Affairs,  assisted  by  Mr.  E.  A.  Melzar, 
detailed  from  the  Department  of  Agriculture.  This  procedure  was  transmitted  by  the  Commissioner  of  Indian 
Affairs  to  the  Secretary  of  the  Interior,  who,  after  review  by  the  Committee  on  Economy  and  Efficiency,  trans¬ 
mitted  the  same  to  the  commission  for  joint  consideration  with  the  Joint  Committee  on  Accounting  and 
Reporting. 


Department  Circular  No.  34,  1911. 

THE  PRINCIPLES  WHICH  SHOULD  GOVERN  EXPENDITURE  ACCOUNTING  AND  REPORTING  IN  THE  SEVERAL 

DEPARTMENTS  AFTER  JULY  1,  1911. 

Treasury  Department, 

Office  of  the  Comptroller  of  the  Treasury, 

Washington,  May  20,  1911, 

To  all  whom  it  may  concern: 

1.  For  the  purpose  of  making  available  to  the  administrative  head  of  each  department,  bureau,  and  office  the  information  which  is 
needed  for  directing  the  business  of  the  Government,  on  and  after  July  1, 1911,  three  classes  of  accounts  shall  be  kept,  viz: 

(а)  Fund  accounts,  or  accounts  by  means  of  which  the  exact  condition  of  each  fund  and  appropriation  and  each  allotment  of 

funds  and  appropriations  may  be  known. 

(б)  Fidelity  accounts,  or  accounts  by  means  of  which  the  fidelity  of  each  officer  or  agent  charged  with  the  safe-keeping  of  cash, 

stores,  or  accountable  property  may  be  determined. 

(c)  Expenditure  accounts,  or  accounts  by  means  of  which  the  expenditures  of  the  Government  during  each  reporting  period 
may  be  promptly  and  accurately  shown  in  terms  of  the  purposes  for  which  expenditures  are  made. 

2.  For  the  purpose  of  carrying  this  order  into  effect,  each  department  is  required  to  submit  to  the  comptroller  forms  for  keeping  accounts, 
as  follows: 


(а)  Pertaining  to  funds,  appropriations,  and  allotments,  drafts  of  accounting  forms  which  will  show — 

(1)  The  balance  of  each  fund,  appropriation,  and  allotment  subject  to  requisition  for  advances  of  cash  to  disbursing 

officers  at  the  beginning  of  the  period. 

(2)  The  amount  of  requisitions  approved  for  cash  advances  to  disbursing  officers,  direct  settlements,  and  audited  debits 

during  the  period. 

(3)  The  amount  of  repayments  of  cash  made  by  disbursing  officers  and  audited  credits  during  the  period. 

(4)  The  balance  subject  to  requisition  for  cash  advances  at  the  end  of  the  period. 

(5)  The  unexpended  balance  of  each  fund,  appropriation,  and  allotment  at  the  beginning  of  the  period. 

(6)  The  amount  of  vouchers  registered  during  the  period. 

(7)  The  amount  of  appropriation,  fund,  and  allotment  credits  during  the  period. 

(8)  The  unexpended  balance  at  the  end  of  the  period. 

(9)  The  unencumbered  balance  of  each  fund,  appropriation,  and  allotment  at  the  beginning  of  the  period. 

(10)  The  amount  of  encumbrance  registered  during  the  period. 

(11)  The  amount  of  encumbrance  released  during  the  period. 

(12)  The  unencumbered  balance  at  the  end  of  the  period. 

(б)  Pertaining  to  the  fidelity  of  officers  and  agents,  drafts  of  accounting  forms  which  will  show— 

(1)  The  amount  of  cash,  stores,  or  other  accountable  property  in  the  hands  of  each  officer  at  the  beginning  of  the  period. 

(2)  The  amount  of  cash,  stores,  or  other  accountable  property  received  by  each  officer  during  the  period. 

(3)  The  amount  of  r-asb  disbursed,  stores,  or  other  accountable  property  dispensed  by  each  officer  during  the  period. 

(4)  The  amount  of  cash,  stores,  or  other  accountable  property  in  the  hands  of  each  officer  at  the  end  of  the  period. 

(3) 
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(c)  Pertaining  to  expenditures,  drafts  of  accounting  forms  will  show — 

(1)  Expenses  incurred  during  each  period— 

(а)  For  administration. 

(б)  For  operation. 

(c)  For  maintenance. 

(2)  Fixed  charges  accrued. 

(3)  Capital  outlays  during  the  period. 

(4)  Contingencies  and  losses. 

(5)  Expenditures  for  the  benefit  of  other  departments  or  for  the  Government  as  a  whole. 

3.  For  the  purpose  of  enabling  administrative  officers  to  determine  the  accuracy  of  accounts  kept  in  each  department,  and  of  enabling 
such  officers  to  have  regularly  reported  to  them  the  data  of  business  in  summary  form  by  significant  totals,  each  department  is  required 
to  submit  to  the  Comptroller  of  the  Treasury  an  outline  of  controlling  accounts  which  will  provide  for  showing  the  balance  as  well  as  the 
transactions  pertaining  to  each  general  class  of  funds,  appropriations,  or  allotments,  the  unexpended  balance  and  the  encumbrances  on 
the  same,  the  unencumbered  balance,  the  requisitions  made  for  cash,  and  the  balance  subject  to  requisition  for  cash,  the  total  cash,  stores, 
and  accountable  properties  received  and  dispensed,  and  the  balance  on  hand,  the  total  expenses  incurred  during  each  reporting  period 
for  administration,  operation,  and  maintenance,  the  fixed  charges  accrued  during  each  reporting  period,  the  capital  outlays  during  each 
reporting  period,  the  total  expenditures  for  contingencies  and  the  total  losses  during  each  reporting  period,  and  the  total  expenditures  for 
the  benefit  of  other  departments  or  for  the  benefit  of  the  Government  as  a  whole. 

4.  Each  department  shall  submit  to  the  comptroller  for  his  approval  forms  for  keeping  detail  or  subsidiary  accounts  in  each  bureau 
or  accounting  division,  by  means  of  which  administrative  officers  may  have  reported  to  them  a  complete  analysis  of  each  controlling 
account  kept  within  the  department;  and  such  accounting  forms  shall  not  only  provide  for  showing  the  exact  condition  of  each  fund, 
appropriation,  or  allotment,  the  cash,  stores,  or  accountable  properties  received,  disbursed,  or  dispensed  and  the  balance  on  hand,  the 
amounts  of  the  expenses  incurred  during  the  period  for  each  administrative  purpose  or  each  branch  or  subject  of  operation  or  maintenance, 
and  the  fixed  charges,  capital  outlays,  contingencies,  and  losses  relating  thereto,  but  also  for  showing  descriptively,  or  by  reference  to 
documents  supporting  the  same,  exactly  what  the  Government  has  bought  or  issued,  how  much  the  Government  has  paid  for  the  things 
purchased  or  issued,  and  the  purpose  for  which  each  expenditure  is  made  or  each  expense  is  incurred,  whether  by  purchase  or  by  issue. 

5.  For  purposes  of  analysis  of  accounts  which  reflect  cost  in  terms  or  expense  incurred,  fixed  charges,  capital  outlays,  contingencies 
or  losses,  the  following  general  classification  of  objects  of  expenditure  in  so  far  as  the  same  may  apply  to  the  business  of  the  department, 
bureau,  office,  or  subject  of  account,  shall  be  adopted: 

(а)  Salaries,  wages,  and  other  compensation  for  personal  services  currently  rendered. 

(б)  Compensation  for  services  other  than  personal — 

(1)  Transportation  of  persons  (service). 

(2)  Transportation  of  things  (service). 

(3)  Subsistence  and  support  of  persons  (service). 

(4)  Subsistence  and  care  of  animals  and  storage  and  care  of  vehicles  (service). 

(5)  Communication  service. 

(6)  Printing,  engraving,  lithographing,  and  binding  (service). 

(7)  Advertising  and  publication  of  notices  (service). 

(8)  Furnishing  of  heat,  light,  power,  and  electricity  (service).. 

(9)  Special  and  miscellaneous  services  other  than  personal  (including  repairs  by  contract  or  open-market  order). 

(c)  Materials  not  specifically  adapted  for  use  as  supplies,  equipment,  or  structures. 

(d)  Supplies  and  materials  specifically  adapted  for  use  as  supplies — 

(1)  Stationery,  drafting,  scientific,  and  educational  supplies. 

(2)  Fuel  (including  burning  and  illuminating  gases,  oils,  and  liquids). 

(3)  Mechanics’  and  engineers’  furnace  and  foundry  supplies. 

(4)  Cleaning  and  toilet  supplies. 

(5)  Wearing  apparel,  household  linen,  and  hand-sewing  supplies. 

(6)  Forage. 

(7)  Provisions. 

(8)  War  supplies. 

(9)  Special  and  miscellaneous  supplies. 

(e)  Equipment  (including  live  stock),  and  parts  and  materials  specifically  adapted  for  use  as  equipment. 

(/)  Structures,  nonstructural  improvements  to  land,  and  parts  and  materials  specifically  adapted  for  use  as  structures. 

( g )  Land. 
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( h )  Capital  outlays  for  rights  and  obligations — 

(1)  Purchase  of  rights  to  demand,  control,  or  enforce  action,  or  of  rights  to  act. 

(2)  Repayment  of  deposits. 

(3)  Treaty  obligations. 

(4)  Refunds,  awards,  and  indemnities. 

(5)  Special  and  miscellaneous. 

(i)  Fixed  charges  and  contributions  other  than  pensions  and  retirement  salaries— 

(1)  Rents. 

(2)  Royalties. 

(3)  Fees  for  licenses,  permits,  and  privileges. 

(4)  Interest. 

(5)  Insurance  and  depreciation  funds. 

(6)  Educational  and  general-welfare  grants  and  contributions. 

(7)  Subsidies  and  bounties. 

(8)  Burial  expenses,  providence  funds,  and  other  gratuities. 

(9)  Special  and  miscellaneous. 

(j)  Pensions  and  retirement  salaries. 

(k)  Losses  and  contingencies. 

6.  For  the  purpose  of  giving  to  each  class  of  expenditures  as  above  outlined  the  same  content  in  each  branch  of  the  service  where 
accounts  are  kept,  the  definitions  contained  in  Department  Circular  No.  36,  issued  by  the  Comptroller  of  the  Treasury,  shall  govern. 

R.  J.  Tracewell, 

Approved  Comptroller  of  the  Treasury. 

Franklin  MacYeagh,  „ 

Secretary  of  the  Treasury. 


[Department  Circular  No.  35,  1911.] 

PRINCIPLES  GOVERNING  THE  FORMS  OF  EXPENDITURE  DOCUMENTS  AND  THE  CHARACTER  OF  EVIDENCE  TO 
BE  PREPARED  AND  KEPT  PERTAINING  TO  TRANSACTIONS  INVOLVING  THE  EXPENDITURE  OF  PUBLIC 
MONEY. 


Treasury  Department, 

Office  of  the  Comptroller  of  the  Treasury, 

Washington,  May  20,  1911. 

To  whom  it  may  concern: 

To  the  end  that  the  documentary  records  of  the  Government  pertaining  to  the  expenditure  of  public  moneys  may  not  only  contain 
the  best  evidence  of  transactions,  but  may  also  be  so  verified  and  authenticated  as  to  constitute  the  best  basis  for  auditing  and  accounting, 
the  following  rules  shall  govern  the  forms  of  expenditure  documents  to  be  used  and  the  character  of  evidence  to  be  prepared  and  kept 
pertaining  to  such  transactions : 

1.  Unless  otherwise  provided  by  law,  each  transaction  conducted  by  an  officer,  agent,  or  employee  of  the  Government  of  the  United 
States  (which  when  completed  shall  require  the  payment  of  money  from  the  Treasury,  or  payment  to  be  made  therefor  or  thereon  by  a 
disbursing  officer  or  agent  of  the  Government  of  the  United  States)  shall  be  evidenced  by  a  written  or  printed  signed  document  or  series 
of  documents  which  shall  contain  a  complete  record  of  such  transaction  as  hereinafter  described. 

2.  To  the  end  that  persons  whose  duty  it  is  to  approve  such  transactions  (or  whose  duty  it  is  to  authorize  the  payment  of  claims 
arising  thereunder,  or  to  audit  or  review  the  accounts  of  persons  making  such  payments)  may  have  exact  knowledge  as  to  what  such 
transactions  are,  each  purchase  requisition  (or  request  for  purchase),  each  purchase  order,  or  each  other  document  which  is  to  be  used  as 
evidence  of  such  transaction,  either  on  its  face  or  on  the  papers  attached,  shall  show: 

(a)  The  department,  bureau,  or  division  of  the  public  service  to  which  materials,  supplies,  or  equipment  requisitioned  are  to  be 
delivered  or  for  the  benefit  of  which  services  requisitioned  are  to  be  rendered. 

(h)  The  purpose,  undertaking,  project,  job,  or  process  for  which  such  materials,  supplies,  or  equipment  requisitioned,  ordered,  or 
delivered  are  to  be  used,  or  with  respect  to  which  the  services  requisitioned  or  ordered  are  to  be  rendered,  except  when  materials, 
supplies,  or  equipment,  are  to  be  delivered  to  stores  to  be  carried  in  stock,  in  which  case  it  should  be  so  stated. 

(c)  The  fund,  appropriation,  allotment,  or  reservation,  as  well  as  the  administrative  account  against  which  the  purchase  or  payment 
is  chargeable,  and  on  the  requisition  the  actual  or  approximate  unencumbered  balance  of  such  fund,  appropriation,  allotment,  or  reser¬ 
vation  at  the  time  the  requisition  (or  request  for  purchase)  is  presented  for  approval,  except  in  field  or  foreign  service  when  such  service 
is  not  limited  in  its  expenditure  by  a  specific  allotment  or  reservation,  and  except  in  cases  of  emergency  which  does  not  permit  of  such 
practice,  when  the  emergency  should  be  stated. 
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(d)  The  quality  and  quantity  of  the  materials,  supplies,  equipment,  or  sendee  the  purchase  of  which  is  to  be  approved,  these  facts 
to  be  clearly  set  forth  on  such  document  before  approval  or  before  ordering  in  unequivocal  language  or  by  specific  reference  to  a  catalogue 
of  specifications  or  to  an  authorized  list. 

3.  To  the  end  that  responsibility  may  be  located  for  each  step  taken  in  each  transaction  which  is  essential  to  a  claim  for  payment, 
and  for  the  further  purpose  of  making  the  document  or  documents  representing  such  transactions  the  best  evidence  as  a  basis  for  such 
approval  or  for  the  review  of  the  sanie,  that  each  statement  of  fact  contained  in  such  document  or  documents  shall  be  certified  or  other¬ 
wise  verified  by  a  person  who  in  the  regular  line  of  duty  shall  have  knowledge  of  the  fact  or  facts  certified  or  otherwise  verified  by  him, 
and  who  when  certificate  is  made  shall  state  in  his  certificate  that  he  has  personal  knowledge  of  the  facts  certified  or  otherwise  verified. 

4.  The  signature  or  signatures  of  each  person  in  subordinate  relation  who  is  not  known  to  the  approving  officer  shall  be  identified  by  his 
superior  as  the  signature  of  the  person  or  persons  whose  duty  it  is  to  perform  such  act  or  acts  as  will  enable  him  to  know  and  will  make 
him  responsible  for  knowledge  of  the  facts  certified  or  otherwise  verified. 

5.  All  forms  and  procedures  relating  to  expenditures  in  each  of  the  several  branches  of  the  service  shall  be  submitted  to  the  comp¬ 
troller  for  his  approval  before  the  same  are  requisitioned  for  use. 

R.  J.  Tracewell, 
Comptroller  of  the  Treasury. 

Approved: 

Franklin  MacVeagh, 

Secretary  of  the  Treasury. 

97287—11 - 2 


ACCOUNTING  AND  REPORTING  FORMS  TO  BE  USED  IN  THE  UNITED  STATES  INDIAN 

SERVICE.  WITH  PROCEDURE  GOVERNING  THE  SAME. 


The  forms  and  procedure  hereby  outlined  are  for 
the  purpose  of  providing: 

1.  In  forms  of  documents,  a  complete  history  of 
each  transaction  with  such  signatures  as  are  needed  to 
locate  responsibility  for  each  step  taken  in  each  trans¬ 
action — these  documents  also  to  serve  as  a  basis  for 
accounting  and  auditing. 

2.  In  forms  of  registers  and  ledgers,  a  complete 
analysis  and  classification  of  the  information  contained 
on  such  documents. 

3.  In  forms  of  reports,  a  means  whereby  each  officer 
may  be  promptly  and  accurately  informed  of  the 
business  for  which  he  is  responsible  and  over  which 
he  is  to  exercise  administrative  direction  and  control. 

List  of  Accounting  Forms  and  Reports. 

The  accounting  forms  and  reports  to  be  used  in  the 
Indian  Service  are  the  following: 

I.  AT  EACH  INDIAN  AGENCY  OR  SCHOOL. 

1.  Estimates  of  needs  and  advices  of  allotments 

(Form  1). 

2.  Expenditure  authorization. 

(a)  For  indebtedness  to  be  incurred  (Forms 

2a,  2b,  2c). 

(b)  For  settlement  of  indebtedness  incurred 

(Forms  3a,  3b,  3c). 

(c)  For  warehousemen  (Forms  4a,  4b). 

3.  Advices  of  credits  on  apportionments  and  allot¬ 

ments  (Form  5). 

4.  Requests  for  cash  advances  (Form  6). 

5.  Appropriation  and  fund  vouchers  and  invoices: 

(а)  For  payment  by  disbursing  officers  in  the 

field  (Form  7a,  7b,  7c). 

(б)  For  open-market  purchases  and  deliver¬ 

ies  at  warehouse  (Form  8a,  8b,  8c). 

(c)  For  contract  deliveries  at  agencies  set¬ 
tled  at  Indian  Office  (Form  9a,  9b,  9c). 

6.  Pay  rolls  (Form  10). 

7.  Notices  of  deposit  to  credit  of  disbursing  officers 

(Form  11). 

8.  Reports  of  revenues  and  miscellaneous  receipts 

(Form  12). 


9.  Reports  of  notes  and  accounts  receivable  (Form 
13). 

10.  Cash  book  (no  form  printed). 

11.  Agency  contracts  (no  forms  printed). 

12.  Stores  inventories  (no  forms  printed). 

13.  Stores  requisitions  and  receipts  for  goods  issued 

(Form  14a,  14b,  14c). 

14.  Receipts  for  rations  issued  to  Indians  (Form  15a, 

15b). 

15.  Stores  reports : 

(a)  Schedule  of  requisitions  on  storekeeper 

(see  Form  7  in  Circular  13). 

( b )  Summary  statement  of  stores  issued  (see 

Form  8  in  Circular  13). 

16.  Requisitions  on  purchasing  agent  (Form  16a,  16b). 

17.  Purchase  orders  (Form  17a,  17b,  17c,  17d,  17e). 

18.  Stock  cards  (Form  18). 

19.  Time  reports  (Form  19a,  19b). 

II.  AT  THE  OFFICE  OF  INDIAN  AFFAIRS  (OTHER  THAN 
THE  FILES  OF  REPORTS  RECEIVED  FROM  THE  AGEN¬ 
CIES  AND  SCHOOLS). 

20.  Appropriation  and  fund  warrants  (no  forms 

printed). 

21.  Appropriation  and  fund  warrant  register  (see 

Form  12  in  Circular  13). 

22.  Appropriation  and  trust  fund  ledger  (no  form 

printed). 

23.  General  allotment  ledger  (no  form  printed). 

24.  Register  of  allotments  by  board  of  estimate  and 

apportionment  (see  Form  12  in  Circular  13). 

25.  Subsidiary  allotment  ledger  (no  form  printed). 

26.  Register  of  encumbrances  (see  Form  12  in  Circu¬ 

lar  13). 

27.  Subsidiary  contract  accounts  (no  form  printed). 

28.  Subsidiary  authorization  accounts  (no  form 

printed). 

29.  Register  of  advices  of  credits  on  allotments  (see 

Form  12  in  Circular  13). 

30.  Schedules  of  purchase  and  miscellaneous  pay 

vouchers  examined  in  Office  of  Indian  Affairs 
(no  form  printed). 
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31.  Schedules  of  purchase  and  miscellaneous  pay 

vouchers  paid  by  disbursing  officers  (no  form 
printed). 

32.  Register  of  schedules  of  purchase  and  miscellane¬ 

ous  pay  vouchers,  including  pay  rolls  (see  Form 
12  in  Circular  13). 

33.  Requisition  for  funds  (Form  20). 

34.  Register  of  approved  requisition  for  funds  (see 

Form  12  in  Circular  13). 

35.  Register  of  reports  of  revenues  and  miscellaneous 

receipts  (see  Form  12  in  Circular  13). 

36.  Register  of  reports  of  notes  and  accounts  receiv¬ 

able  (see  Form  12  in  Circular  13). 


37.  Schedules  of  invoices  and  miscellaneous  claims  (no 

form  printed). 

38.  Register  of  pay  rolls,  stores  reports,  and  schedules 

of  invoices  and  miscellaneous  claims  (see  Form 
12  in  Circular  13). 

39.  Expense  ledger  (see  Form  10  in  Circular  13). 

40.  Journal  vouchers  (no  form  printed). 

41.  Analysis  of  expenditures  by  appropriations  (no 

form  printed). 

42.  General  ledger  (regular  double  column  ledger). 

43.  Reports  to  the  Commissioner  of  Indian  Affairs  and 

to  the  Secretary  of  the  Interior  (no  form 
printed). 
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PROCEDURE  GOVERNING  THE  USE  OF  DOCUMENTS  AND  ACCOUNTING  FORMS 

AT  INDIAN  AGENCIES  AND  SCHOOLS. 


The  several  documents  and  accounting  forms  above 
enumerated  under  the  head  of  Indian  agencies  and 
schools  shall  be  used  as  follows: 

1.  Estimates  of  needs  and  advices  of  allotment 
( Form  1). 

An  estimate  of  needs  and  advice  of  allotments  will 
be  prepared  in  triplicate  by  the  superintendent  at 
the  agency  or  school,  and  will  be  transmitted  to  the 
central  accounting  office  of  the  bureau;  as  submitted 
it  will  be  used  as  the  basis  for  preparing  the  estimate 
to  Congress  for  the  appropriation  requested  covering 
the  needs  of  the  bureau.  After  the  estimate  thus 
submitted  has  been  acted  on,  it  will  be  used  as  follows: 

After  the  enactment  of  the  appropriation  by  Con¬ 
gress  one  copy  will  be  returned  to  the  officer  preparing 
same;  one  copy  will  serve  as  the  basis  for  the  voucher 
journal  entry  described  below,  and  one  copy  will  be 
filed  in  the  office  of  the  bureau  for  the  general  files. 
Such  instructions  as  are  necessary  for  the  preparation 
of  this  form  will  be  found  printed  on  the  reverse  side. 

The  copy  prepared  by  the  officer  who  originally 
made  the  estimate,  coming  back  to  him,  will  not  only 
show  how  much  was  asked  for,  but  the  amount  of 
money  allotted  to  him  from  the  appropriation  as  his 
allowance.  From  the  copy  designated  for  such  use 
an  entry  will  be  made  in  the  central  office  carrying 
the  amount  as  a  charge  against  the  appropriation 
accoxint  and  a  credit  to  the  officer’s  allotment  account. 

2a.  Expenditure  authorization  to  superintendent  for 
indebtedness  to  be  incurred  (Forms  2a,  2b,  and  2c). 

Expenditure  authorizations  to  the  superintend¬ 
ent  for  indebtedness  to  be  incurred  will  be  issued 
from  the  central  accounting  office  of  the  bureau 
and  will  show  the  liability  against  the  allotment 
credited  to  the  officer  at  the  beginning  of  the  fiscal 
year,  after  which  two  copies  will  be  sent  to  the  officer 
and  will  be  his  notice  of  authority  to  make  expendi¬ 
tures  under  Ins  allotment.  The  original  of  the 
expenditure  authorization  will  be  attached  to  the 
officer’s  first  voucher  thereunder;  the  second  copy 
will  be  retained  by  him  for  his  files.  One  copy  will 
be  retained  in  the  central  accounting  office  of  the 


bureau  and  become  a  part  of  the  officer’s  duplicate 
cash  account  retained  in  the  administrative  office. 
This  copy  will  act  as  a  check  on  the  disbursing  officer 
and  as  a  notice  to  the  examiner  that  an  expenditure 
authorization  has  been  issued  covering  the  items 
therein.  In  the  Office  of  Indian  Affairs  the  allot¬ 
ment  to  a  disbursing  officer  will  be  divided  between 
“regular  apportionment”  and  “annual  estimate  ap¬ 
portionment.”  On  the  expenditure  authorization 
the  necessary  information  will  be  carried,  showing 
the  officer  against  which  portion  of  his  allotment  the 
authorization  is  to  be  charged. 

2b.  Expenditure  authorization  to  superintendent  for 
settlement  of  indebtedness  incurred  ( Forms  3a,  3b, 
and  3c). 

Expenditure  authorizations  to  superintendents  for 
the  settlement  of  indebtedness  incurred  will  be  used 
where  disbursing  officers  are  authorized  to  incur 
indebtedness  under  exigencies  precluding  the  request¬ 
ing  of  an  authority  in  advance.  Their  accounts,  or 
vouchers,  will  be  submitted  with  such  explanation 
to  the  central  office  for  subsequent  approval  as 
required.  This  form  will  be  used  in  this  contingency 
and  will  be  the  basis  of  entry  carrying  the  liability 
and  charging  the  disbursing  officer’s  liability  accounts 
with  the  amount  involved.  Three  copies  will  be 
prepared  and  distributed  as  in  expenditure  authori¬ 
zation  to  superintendents. 

2c.  Expenditure  authorization  to  warehousemen  ( Forms 
4a,  4b). 

Expenditure  authorization  to  warehousemen  will  be 
issued  by  the  central  accounting  office  on  an  approved 
requisition  on  the  purchasing  agent  for  supplies  not 
covered  by  an  existing  authority  or  general  contract 
and  sent  to  the  warehouseman  as  his  authority  to 
issue  a  purchase  order.  This  authorization  will  not 
carry  with  it  the  authority  to  make  disbursements, 
but  will  be  used  only  as  an  authority  to  purchase  and 
incur  indebtedness;  invoices  covering  such  supplies 
will  be  sent  direct  to  the  Office  of  Indian  Affairs  for 
settlement  through  the  Treasury  Department.  This 
form  will  be  issued  in  duplicate,  one  copy  for  the 
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warehouseman,  and  one  copy  for  the  central  account¬ 
ing  office  of  the  bureau,  to  he  made  a  part  of  the  exam¬ 
ination  of  the  invoice  or  claim  covering  the  supplies 
purchased. 

3.  Advice  of  credits  on  apportionments  and  allotments 

( Form  5). 

Advices  of  credits  on  apportionments  and  allot¬ 
ments  will  he  prepared  in  duplicate  hy  the  superin¬ 
tendent  or  disbursing  officer  quarterly,  or  at  such 
times  as  may  be  necessary,  and  will  show  under  the 
proper  appropriation  or  fund  the  number  and  date  of 
the  expenditure  authorization,  the  amount  authorized, 
the  amount  expended  in  exhausting  the  authoriza¬ 
tion,  and  the  difference  or  saving  effected  which  will 
become  a  credit  to  the  officer’s  apportionment.  The 
duplicate  will  he  retained  hy  him,  and  the  original 
sent  to  the  central  accounting  office  of  the  bureau; 
this  will  serve  as  the  basis  for  a  credit  entry  to  the  reg¬ 
ister  and  to  the  subsidiary  ledgers  of  allotments. 

4.  Bequest  for  cash  advances  (Form,  6). 

Requests  for  cash  advances  to  disbursing  officer  will 
be  forwarded  quarterly,  or  oftener  if  necessary,  to  the 
Office  of  Indian  Affairs,  a  carbon  copy  being  retained 
by  the  disbursing  officer  for  his  files. 

5.  Appropriation  and  fund  vouchers  and  invoices. 

Appropriation  and  fund  vouchers  and  invoices  will 
be  prepared  in  the  several  branches  of  the  United 
States  Indian  Service  as  follows: 

(a)  For  payment  by  disbursing  officers  in  the  field 
(Forms  7a,  7b,  and  7c). 

Appropriation  and  fund  vouchers  and  invoices  will 
be  prepared  as  original,  duplicate,  and  triplicate  copies 
of  the  disbursing  officer’s  voucher.  The  original,  or 
voucher,  will  support  his  cash  account;  the  duplicate, 
or  invoice,  will  be  the  document  from  which  the 
various  administrative  accounts  are  charged.  These 
forms  will  be  sent  with  purchase  order  (Form  17a)  to 
the  vendor,  who  will  prepare  them  in  accordance  with 
printed  instructions  on  the  reverse,  and  forward  with 
the  goods  at  the  time  delivery  is  made.  The  articles 
received  will  be  checked  off  on  the  invoice;  the  neces¬ 
sary  certificates  will  be  signed  on  the  voucher.  The 
invoices  will  be  transmitted  with  the  central  account¬ 
ing  office  copy  of  the  schedule  (see  p.  16)  to  the  central 
accounting  office  of  the  bureau  monthly.  d  he  vouch¬ 
ers  will  not  be  transmitted  until  after  payment,  when 


same  will  be  sent  to  the  central  accounting  office  with 
the  copies  of  schedules  of  vouchers  paid.  The  tripli¬ 
cate  copy  of  the  form  will  be  retained  by  the  officer  for 
his  file.  The  duplicate  or  invoice  will  remain  in  the 
central  accounting  office  to  support  the  controlling 
and  detail  accounts  kept  therein  and  the  officer’s 
duplicate  account  current.  The  original  (the  voucher) 
after  administrative  examination,  will  be  transmitted 
by  the  central  accounting  office  of  the  bureau  with  the 
voucher  schedules  to  the  proper  accounting  officer  of 
the  Treasury  Department  for  final  audit.  These  forms 
cover  supplies,  materials,  or  equipment  ordered  by  the 
Indian  agent  or  officer,  either  under  contract  or  in  the 
open  market,  and  paid  for  by  him. 

( h )  For  open-market  purchases  and  deliveries  at 
warehouses  (Forms  8a,  8b,  and  8c). 

Invoices  for  supplies  purchased  in  the  open  market, 
to  be  delivered  at  Indian  warehouses,  to  be  settled 
through  the  Indian  Office,  will  be  furnished  in  tripli¬ 
cate  by  the  warehouseman  with  the  purchase  order 
(Form  17a)  to  the  vendor,  who  will  fill  out  same  in 
accordance  with  printed  instructions  on  reverse  of  the 
form  and  forward  at  the  time  delivery  of  the  goods  is 
made.  Upon  receipt  of  goods  the  warehouseman  will 
complete  the  voucher  and  invoice  and  after  scheduling 
will  transmit  same  to  the  central  accounting  office  of 
the  bureau,  retaining  triplicate  copy  for  his  files.  The 
voucher  will  be  administratively  examined  and  trans¬ 
mitted  to  the  Auditor  for  the  Interior  Department  for 
settlement.  The  invoice  will  be  retained  in  the  cen¬ 
tral  accounting  office. 

(c)  For  contract  deliveries  at  agencies  and  schools, 
to  be  settled  through  the  Indian  Office  (Forms  9a,  9b, 
and  9c). 

Invoice  for  contract  supplies  delivered  at  agencies 
and  schools,  to  be  settled  through  the  Indian  Office, 
will  be  furnished  with  the  purchase  order  (Form  17a) 
to  the  vendor,  who  will  fill  out  same  in  accordance 
with  printed  instructions  on  reverse,  and  forward  at  the 
time  delivery  of  the  goods  is  made.  Upon  receipt  of 
the  goods  the  superintendent  will  complete  voucher 
and  invoice  and  after  scheduling  will  transmit  same 
to  the  central  accounting  office  of  the  bureau,  retaining 
triplicate  for  his  files.  Thereupon  the  voucher  will  be 
administratively  examined  and  transmitted  to  the 
Auditor  for  the  Interior  Department  for  settlement; 
the  invoice  will  be  retained  in  the  central  accounting 
office  for  its  files. 
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6.  Pay  rolls  ( Form  10). 

Pay  rolls  will  be  used  as  vouchers  for  payment  for 
personal  service  of  regular  or  temporary  employees 
outside  of  the  District  of  Columbia.  A  space  is  pro¬ 
vided  thereon  for  the  employee’s  number  at  the  left 
hand,  and  under  head  of  “Remarks,”  the  number  of 
the  expenditure  authorization  under  which  the  em¬ 
ployee  is  paid  will  be  shown.  Tliis  form  wall  be 
prepared  in  triplicate,  one  copy  to  be  retained  by  the 
disbursing  officer,  two  copies  to  be  transmitted  to  the 
central  accounting  office  of  the  bureau,  where  one  will 
be  retained  to  support  the  officer’s  duplicate  accounts, 
and  the  original  will  be  transmitted  to  the  proper  au¬ 
ditor  of  the  Treasury  Department  for  final  examination 
with  the  officer’s  accounts. 

7.  Notice  of  deposit  to  credit  of  disbursing  officer  ( Form 

11). 

The  notice  of  deposit  to  credit  of  disbursing  officers 
is  issued  by  the  Treasury  Department  notifying  the 
disbursing  officer  that  funds  on  approved  requisition 
have  been  placed  to  his  credit  in  the  designated 
depository.  As  each  notice  passes  through  the  cen¬ 
tral  office  it  will  be  cross  referenced  to  the  approved 
requisition  in  the  register,  making  this  serve  as  a 
register  of  deposits  as  well. 

8.  Reports  of  revenues  and  miscellaneous  receipts 

( Form  12). 

Report  of  revenues  accrued  and  miscellaneous  re¬ 
ceipts  'will  be  prepared  in  triplicate  at  the  end  of  each 
month  and  two  copies  transmitted  to  the  central 
accounting  office  of  the  bureau.  The  original  will 
be  transmitted  by  the  central  accounting  office  to 
the  auditor  with  the  officer’s  account  current,  the 
duplicate  retained  as  a  supporting  paper  to  the  officer’s 
duplicate  accounts  after  serving  as  the  basis  of  charge 
in  the  register  of  miscellaneous  funds  and  revenues. 

9.  Report  of  notes  and  accounts  receivable  ( Form  13). 

A  report  of  notes  and  accounts  receivable  will  be 
prepared  in  triplicate  by  the  disbursing  officer;  two 
copies  sent  to  the  central  accounting  office  of  the 
bureau,  the  other  to  be  retained  by  him.  The  origi¬ 
nal  will  be  transmitted  to  the  central  accounting 
office  of  the  department  for  entry  in  the  general 
books.  The  duplicate  will  be  retained  in  the  central 
accounting  office  of  the  bureau  as  a  basis  for  entry 
in  a  register  of  notes  and  accounts  receivable. 


10.  Cashbook  (no  form  printed) . 

A  cash  book  will  be  kept  at  each  disbursing  office 
showing  under  the  proper  appropriation  or  fund  all 
receipts  and  disbursements  during  the  period  of  the 
officer’s  bond.  This  cash  book  will  be  so  arranged 
that  the  schedule  of  vouchers  paid  and  the  schedule 
of  miscellaneous  receipts  will  be  merely  transcripts 
of  the  credit  and  debit  side  thereof,  respectively. 

1 1 .  Agency  contracts  (no  form  printed) . 

Contracts  or  leases  entered  into  by  disbursing  officers 
on  behalf  of  the  United  States  will  be  forwarded  to  the 
bureau  for  approval.  All  expenditures  under  this 
class  of  contracts  will  be  covered  by  specific  expendi¬ 
ture  authorizations.  Approved  contracts  will  be 
entered  on  the  books  of  the  superintendents  or  dis¬ 
bursing  officers  and  in  the  central  accounting  office  of 
the  bureau  as  a  liability  on  the  subsidiary  allotment 
ledgers  and  registers  of  incumbrances.  Any  difference 
occurring  between  the  amount  of  the  contract  and  the 
amount  of  the  expenditure  authorization  thereunder 
will  be  covered  by  correction  entry  when  such  differ¬ 
ence  appears. 

12.  Stores  inventories  (no  form  printed). 

An  inventory  of  stores  will  be  taken  in  duplicate,  one 
copy  of  which  will  be  filed  at  the  agency,  the  other 
copy  will  be  retained  for  the  traveling  auditor.  Imme¬ 
diately  after  the  inventory  has  been  taken  the  central 
accounting  office  of  the  bureau  will  be  advised  of  the 
total  amount  thereof  as  a  charge  for  stores  in  the 
hands  of  the  agent.  The  inventory  will  show  the 
amount  of  property  of  all  kinds  and  classes  on  hand 
as  of  the  date  reported,  the  unit  of  price,  the  price  and 
the  extension  of  value  of  stock.  A  special  form  of 
inventory  will  be  prepared  to  show  buildings,  plant, 
equipment,  etc.,  with  estimated  value,  as  determined 
by  a  board  of  survey,  as  well  as  the  present  condition  of 
such  buildings,  plant,  equipment,  etc.,  and  their  prob¬ 
able  depreciation  in  value  during  the  next  ensuing 
fiscal  year,  based  on  the  estimated  life  thereof. 

13.  Requisition  on  storekeeper  and  receipt  for  goods 

issued  (Form  14a,  lfb,  14°)- 

Requisitions  on  storekeeper  will  be  issued  in  triplicate 
and  when  used  as  a  requisition  on  the  storekeeper  will 
be  filled  out  by  the  requisitioner,  one  copy  to  be 
retained  by  him;  after  delivery  by  the  storekeeper 
of  the  goods  requisitioned,  two  copies  will  be  receipted 
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by  the  requisitioner,  one  will  be  retained  by  the  store¬ 
keeper  to  support  his  accounts,  and  the  other  will  be 
transmitted  to  the  central  accounting  office  of  the 
bureau  with  schedule.  When  the  requisition  is  used 
as  a  receipt  for  goods  issued  the  form  will  be  prepared 
by  the  storekeeper  and  delivered  with  the  goods;  in 
this  event  two  copies  will  be  receipted,  one  of  these 
to  be  retained  by  him,  the  other  to  be  transmitted  to 
the  central  accounting  office  of  the  bureau  with 
schedule.  These  requisitions  or  receipts  will  be  trans¬ 
mitted  with  stores  reports  monthly  to  the  central 
accounting  office  of  bureau. 

14.  Receipts  for  rations  issued  to  Indiaris  ( Form 

15a,  15b). 

Receipts  for  rations  issued  to  Indians  are  merely 
an  adaptation  of  the  requisition  on  storekeeper  and 
receipt  for  goods  issued  for  the  particular  purpose 
shown.  All  papers  in  connection  therewith  will  be 
handled  in  the  same  manner  as  the  requisition  on  the 
storekeeper  (F orm  14). 

15.  Stores  reports. 

Whenever  practicable  to  do  so  two  forms  will  be 
used  to  assemble  the  information  pertaining  to  stores 
issued  as  follows : 

(a)  Schedule  of  requisitions  on  storekeeper  (Form  7 
in  Circular  13). 

Whenever  it  is  practicable,  schedules  of  requisitions 
will  be  kept  or  prepared  by  the  storekeeper  currently. 
The  purpose  of  scheduling  requisitions  on  this  form  is 
to  do  away  with  the  need  for  posting  each  requisition 
to  store  accounts.  By  keeping  a  sheet  or  schedule  for 
each  requisition  unit,  the  quantities  of  each  kind  of 
stores  delivered  may  be  cumulated  till  the  end  of  the 
month  or  other  reporting  period.  At  the  end  of  the 
month  the  quantity  delivered  to  all  units  may  be 
credited  from  the  sheet  described  below.  The  schedule 
of  requisitions  being  kept  by  organization  units  also 
permit  of  the  expense  charges  being  set  up  in  such 
detail  or  analysis  as  is  desired. 

(b)  Summary  statement  of  stores  issued  (Form  8 
in  Circular  13). 

At  the  end  of  each  month  or  reporting  period  the 
total  quantities  shown  on  the  schedules  of  requisi¬ 
tions  on  storekeeper  will  be  brought  to  a  summary 
statement  of  stores  issued,  where  the  quantity  will 
be  multiplied  by  the  price  and  amounts  will  be 
extended.  This  summary,  with  accompanying  sched¬ 


ules,  supported  by  requisitions  and  receipts,  will  be 
transmitted  to  the  central  accounting  office  of  the 
bureau,  forming  the  basis  of  the  entry  against  the 
administrative  accounts  involved,  and  to  the  credit 
of  the  officer’s  stores  account. 

16.  Requisition  on  purchasing  agent  ( Form  16a,  16b). 

These  forms  will  be  submitted  to  the  Office  of 
Indian  Affairs  for  such  supplies  as  are  desired,  and 
are  not  covered  by  an  existing  expenditure  authori¬ 
zation.  They  will  be  prepared  in  duplicate,  one 
copy  being  retained  for  requisitioner’s  files;  the  other 
copy  will  be  signed  by  the  superintendent  or  dis¬ 
bursing  officer  and  sent  to  the  central  accounting 
office  of  the  bureau.  Upon  receipt  in  the  Office  of 
Indian  Affairs  this  requisition  will  be  routed  via 
the  central  accounting  office  of  the  bureau,  where 
notation  will  be  made  on  the  requisition  of  the 
unencumbered  balance  of  available  funds  as  infor¬ 
mation  to  the  administrative  officer.  Upon  ap¬ 
proval  the  requisition  will  be  returned  to  the  central 
accounting  office  of  the  bureau,  when  an  expenditure 
authorization  will  be  made  out  (unless  the  goods  are 
to  be  ordered  at  the  central  office),  which  authoriza¬ 
tion  will  be  transmitted  to  the  officer  concerned  for 
action. 

17.  Purchase  orders  ( Forms  17a,  17b,  17c,  17d,  17e). 

Purchases  to  be  made  by  the  superintendent  or 
disbursing  officer  in  the  field  or  by  warehousemen 
under  existing  expenditure  authorizations  will  be 
effected  by  the  issuance  of  a  purchase  order,  quot¬ 
ing  on  the  face  of  the  auditor’s  copy  and  the  central 
accounting  office  copy  the  number  of  the  expendi¬ 
ture  authorization  under  which  issued.  Five  copies 
of  purchase  orders  will  be  prepared  and  issued  as  fol¬ 
lows:  Vendor’s  copy,  central  accounting  office  copy, 
auditor’s  copy,  requisitioner’s  copjq  and  purchasing 
agent’s  retained  copy.  In  case  of  the  issuance  of  a 
purchase  order  by  a  superintendent  or  disbursing 
officer  in  the  field  the  requisitioner’s  copy  is  unneces¬ 
sary,  since  he  is  the  requisitioner  and  purchasing 
agent  combined.  When  the  goods  are  purchased 
under  general  contract  entered  into  by  the  Commis¬ 
sioner  of  Indian  Affairs,  the  purchase  order  will  be 
issued  by  the  warehousemen  on  requisition  on  pur¬ 
chasing  agent,  submitted  to  him  direct  by  the  dis¬ 
bursing  officer  or  superintendent  in  the  field,  when  it 
is  necessary  to  fill  out  only  the  vendor’s  copy  of  the 
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purchase  order.  The  reason  for  this  is  that  the  in¬ 
cumbrance  on  the  appropriation  or  fund  involved  in 
the  settlement  of  the  contract  is  set  up  at  the  time 
the  contract  is  approved,  thus  making  the  supplies 
allowed  on  the  officer’s  annual  requisition  practically 
“in  store”  for  him  awaiting  his  order  to  deliver. 

IS.  Stock  cards  ( Form  18). 

Stock  cards  will  be  kept  at  each  general  store  show¬ 
ing  article,  unit  of  price,  price,  quantity  received  and 
issued  on  requisition,  object  symbol,  class  and  speci¬ 
fication  number,  and  maximum  and  minimum  stock 
to  be  carried,  which  card  will  show  the  financial  value 
of  stock  as  controlled  by  register  in  central  accounting 
office  as  well  as  the  physical  stock,  admitting  of  a 
check  being  made  by  traveling  auditors.  In  case 
schedules  of  requisitions  are  used  as  described  above 
entries  on  cards  will  be  made  from  the  summary  state¬ 
ment  of  stores  issued.  If  it  is  impractical  to  sum¬ 
marize  the  requisitions  before  entry,  credits  to  the 


stores  cards  will  be  posted  direct.  In  such  case  the 
stores  summary  or  report  may  be  prepared  from  the 
cards — provision  being  made  for  noting  to  whom 
issues  were  made. 

19.  Time  reports  ( Form  19a,  19b). 

When  manufacturing  or  other  cost  accounts  are 
kept,  time  reports  will  be  made  daily  by  all  employees 
of  the  service;  these  will  be  transmitted  to  the  dis¬ 
bursing  officer  through  the  administrative  head  of 
their  division.  Such  time  reports  will  show:  Em¬ 
ployee’s  number,  the  rate  of  compensation,  the  amount 
earned  each  day,  and  the  job  or  process  to  which 
the  amount  is  to  be  charged.  Similar  reports  will  be 
prepared  showing  absence  on  annual  leave,  sick  leave, 
or  leave  without  pay.  These  time  reports  will  serve 
as  a  basis  for  charging  jobs  and  the  register  of  time 
tickets  would  serve  as  a  basis  for  the  preparation  of 
the  pay  rolls  by  the  disbursing  officer  at  the  expiration 
of  pay  period.  The  superintendent  will  submit  sched¬ 
ules  of  pay  rolls  on  form  prepared  in  duplicate. 
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PROCEDURE  GOVERNING  THE  USE  OF  DOCUMENTS  AND  ACCOUNTING  FORMS 

AT  THE  CENTRAL  OFFICE  OF  THE  BUREAU. 


In  the  central  accounting  office  of  the  bureau  the 
accounts  will  be  of  three  classes,  namely,  accounts  by 
means  of  which  the  condition  of  each  fund,  appropria¬ 
tion,  and  allotment  of  funds  and  appropriations  will 
be  known ;  accounts  by  means  of  which  the  fidelity  of 
each  officer  or  agent  charged  with  the  safe-keeping  of 
cash,  stores,  or  accountable  properties  wall  be  deter¬ 
mined  ;  and  accounts  by  means  of  which  the  expenses 
incurred  and  the  outlays  for  stores,  property,  and 
equipment  during  each  reporting  period  will  be 
promptly  and  accurately  shown.  The  procedure  gov¬ 
erning  the  forms  used  in  the  central  office  will  be  as 
follows : 

20.  Appropriation  warrant  {no  form  printed). 

This  form  is  a  notice  issued  by  the  Treasury  Depart¬ 
ment  to  the  effect  that  the  amounts  carried  thereon 
have  been  appropriated  by  Congress  and  placed  to  the 
credit  of  the  accounts  named,  subject  to  requisition 
by  the  department  or  bureau  concerned.  An  appro¬ 
priation  warrant  serves  as  the  credit  in  the  appro¬ 
priation  account  as  such,  and  as  a  credit  in  the 
allotment  account  under  the  appropriation’.  There¬ 
fore  a  credit  on  an  appropriation  warrant  credits  two 
classes  of  accounts  carried  in  two  sets  of  ledgers,  each 
with  its  independent  control. 

21.  Appropriation  and  fund  warrant  register  {see  Form 

12  in  Circular  13). 

At  the  central  accounting  office  will  be  kept  a  reg- 
ister  of  appropriation  and  fund  warrants.  rl  he  regis¬ 
ter  will  develop  the  total  of  warrant  credits  to  be 
posted  to  a  controlling  account.  After  registration 
each  warrant  will  be  posted  to  the  proper  accounts  in 
the  subsidiary  appropriation  and  fund  ledgers  by 
classes.  By  this  means  the  total  posted  to  the  gen¬ 
eral  ledger  controlling  account  will  equal  the  total  of 
all  postings  to  the  subsidiary  ledgers.  The  register 
will  be  so  arranged  as  to  show  controls  over  the  fol¬ 
lowing  classes  of  appropriations:  “hiscal  year  cur¬ 
rent,”  “fiscal  year — prior,”  “continuing,”  reim¬ 
bursable.”  The  trust  funds  will  be  classified  as  “  trust 
funds — principal,”  and  “trust  funds  interest.’ 


22.  Appropriation  and  trust  fund  ledger  {no  form 

pHnted) . 

A  subsidiary  and  trust  fund  ledger  will  be  kept  so 
as  to  show  in  detail  all  transactions,  both  debit  and 
credit,  and  will  develop,  by  trial  balance,  the  unex¬ 
pended  amount  of  all  trust  funds  and  appropriations. 

23.  General  allotment  ledger  {no  form  printed). 

This  ledger  will  carry  all  debits  and  credits  of  appro¬ 
priations  and  trust  funds  allotted  and  unallotted  and 
control  the  subsidiary  allotment  ledgers  in  so  far  as 
credits  therein  are  concerned.  This  ledger  will 
develop  the  unallotted  balance  in  trust  funds  and 
appropriations. 

24.  Register  of  allotments  by  the  board  of  estimate  and 

apportionment  {see  Form  12  in  Circular  13). 

A  register  of  allotments  by  the  board  of  estimate 
and  apportionment  will  be  kept  to  show  by  tabs 
throughout  the  volume  the  various  classes  of  appro¬ 
priations  and  trust  funds  involved.  For  the  pur¬ 
pose  of  control  by  projects  the  service  will  be  divided 
into  financial  districts,  by  States,  and  each  project 
or  superintendency  given  a  number.  This  register 
will  show  distribution  by  financial  districts  that  at 
any  time  a  balance  may  be  taken  for  any  given 
project  to  prove  the  entries  to  accounts  kept  in  the 
subsidiary  apportionment  ledger.  This  register  will 
also  be  the  basis  for  the  general  ledger  account  o 
apportionments  and  show  monthly  the  balance  with¬ 
out  compiling  the  same  by  cumulating  the  totals 
from  a  trial  balance  of  the  subsidiary  allotment 
ledgers. 

25.  Subsidiary  allotment  ledgers  {no  form  printed). 

Allotment  ledgers  will  carry  in  detail  all  debit  and 

credit  entries  affecting  allotments.  These  subsidiary 
ledgers  will  develop  the  unincumbered  balance  of  each 
allotment. 

26.  Register  of  incumbrances  {see  Form  12  in  Circular 

13). 

A  register  of  incumbrances  will  be  kept  for  develop¬ 
ing  a  total  of  incumbrances  to  be  posted  to  the  general 
ledger  account,  which  will  control  the  subsidiary  al- 
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lotment  ledgers.  It  will  be  arranged  by  tabs  under 
the  various  classes  of  appropriations  and  trust  funds; 
distribution  throughout  the  volume  will  be  by  finan¬ 
cial  districts,  for  purposes  of  exercising  control  over 
the  subsidiary  allotment  ledger.  This  register  will 
serve  as  the  basis  of  the  entry  to  the  general-ledger 
accounts  involved. 

27.  Subsidiary  contract  accounts  (no  form  printed). 

Subsidiary  contract  accounts  will  be  kept  in  the 

subsidiary  allotment  ledger  on  the  page  next  follow¬ 
ing  the  appropriation  or  trust  fund  involved,  and 
will  be  opened  by  credit  entries  of  the  amounts 
of  incumbrances  set  up  against  the  appropriation 
or  trust  fund  and  carry  single-entry  charges  as  set¬ 
tlements  are  made  thereunder.  These  accounts  will 
develop  the  unexpended  amount  authorized  on  ac¬ 
count  of  contracts. 

28.  Subsidiary  authorization  accounts  (no  form  printed). 

Subsidiary  authorization  accounts  will  be  opened  in 

credit  with  the  amount  of  incumbrance  under  the  ex¬ 
penditure  authorization  and  will  be  filed  in  a  subfile 
under  the  control  of  the  subsidiary  allotment  ledger 
bookkeeper,  and  carry  single-entry  charges  from  the 
schedule  of  vouchers  and  miscellaneous  claims  sub¬ 
mitted  monthly  by  the  disbursing  officers  and  super¬ 
intendents.  These  accounts  will  develop  the  unex¬ 
pended  balance  of  expenditure  authorizations. 

29.  Register  of  advices  of  credits  on  allotments  (see  Form 

12  in  Circular  13). 

A  register  of  advices  will  carry  credits  or  savings 
effected  on  expenditure  authorizations,  contracts,  etc. 
The  total  of  the  register  will  be  posted  to  a  general 
ledger  controlling  account.  After  each  credit  has  been 
registered  it  will  be  posted  to  the  various  appropria¬ 
tions  and  trust  funds  by  projects  carried  in  the  sub¬ 
sidiary  allotment  ledgers.  The  register  will  be  ar¬ 
ranged  by  tabs  showing  the  various  classes  of  funds, 
appropriations,  etc.  Distribution  will  be  by  financial 
districts. 

30.  Schedules  of  purchase  and  miscellaneous  pay 

vouchers  examined  in  the  Office  of  Indian  Affairs 

(no  form  printed) . 

A  schedule  of  purchase  and  miscellaneous  pay 
vouchers  will  be  prepared  in  the  Office  of  Indian 
Affairs  covering  vouchers  audited  and  be  trans¬ 
mitted  to  the  Auditor  for  the  Interior  Department 
for  direct  settlement.  They  will  be  prepared  in  the 
same  manner  as  schedules  of  the  same  class  prepared 
by  the  superintendents  and  disbursing  officers  in  the 
field. 


31.  Schedule  of  purchase  and  miscellaneous  pay  vouch¬ 

ers  paid  by  disbursing  officers  (no  form  printed) . 

A  schedule  of  purchase  and  miscellaneous  pay 
vouchers  paid  by  disbursing  officers  will  be  prepared 
by  them  monthly.  Four  copies  will  be  transmitted 
to  the  central  accounting  office  of  the  bureau,  one  to 
1  be  retained  there,  and  one  transmitted  direct  to  the 
central  accounting  office  of  the  Government.  Two 
copies  will  be  transmitted  with  the  vouchers  to  the 
Auditor  for  the  Interior  Department.  These  sched¬ 
ules  will  be  journalized  by  the  four  classes  of  appro¬ 
priations  and  two  classes  of  trust  funds,  and  will 
form  the  basis  for  the  entry  in  the  register  of  sched¬ 
ules  of  purchase  and  miscellaneous  pay  vouchers  in 
the  central  accounting  office  of  the  bureau. 

32.  Register  of  schedules  of  purchase  and  miscellaneous 

pay  vouchers  (see  Form  12  in  Circular  13). 

A  register  of  schedules  of  purchase  and  miscellaneous 
pay  vouchers  will  carry  in  total  postings  from  the 
schedules  of  purchase  and  miscellaneous  pay  vouchers 
prepared  in  the  Office  of  Indian  Affairs  and  by  the  dis¬ 
bursing  officers  and  superintendents  in  the  field 
This  register  will  develop  the  total  of  purchase  and 
miscellaneous  pay  vouchers  to  be  posted  to  a  con¬ 
trolling  account.  After  registration  the  vouchers  will 
be  posted  to  the  proper  accounts  in  the  subsidiary 
authorization  ledger.  By  this  means  the  total  posted 
to  the  general  ledger  controlling  account  will  agree  with 
postings  to  the  subsidiary  authorization  accounts. 

33 .  Requisition  for  funds  ( Form  20) . 

Upon  receipt  in  the  central  accounting  office  of  a 
request  for  cash  advance,  that  office  will  issue  on  the 
Treasury  Department  a  requisition  for  funds,  trans¬ 
mitting  same  through  the  Secretary  of  the  Interior  to 
the  Treasury  Department.  Tins  form  will  be  issued  in 
duplicate,  the  original  going  to  the  Treasury  Depart¬ 
ment.  The  duplicate  will  be  retained  in  the  central 
accounting  office  as  the  basis  of  the  charge  against  the 
proper  appropriation  in  the  general  ledger  and  sub¬ 
sidiary  allotment  register. 

34.  Register  of  approved  requisitions  for  funds  (see 

Form  12  in  Circular  13). 

A  register  of  approved  requisitions  for  funds  will  be 
arranged  by  tabs  throughout  the  volume,  showing  the 
classes  of  appropriations  or  trust  funds,  and  by  dis¬ 
tribution  throughout  the  book  by  financial  districts. 
This  register  will  develop  the  total  of  approved  requisi¬ 
tions  for  funds  to  be  posted  to  a  controlling  account. 
After  registration  the  requisitions  will  be  posted  to  the 
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proper  accounts  in  the  subsidiary  allotment  and  appro¬ 
priation  ledgers.  By  this  means  the  total  posted  to 
the  general  ledger  account  will  equal  the  postings  in  the 
subsidiary  ledgers. 

35.  Register  of  reports  of  revenues  and  miscellaneous 

receipts  ( see  Form  12  in  Circular  13). 

A  register  of  reports  of  revenues  and  miscellaneous 
receipts  will  be  posted  from  the  reports  of  revenues  and 
miscellaneous  receipts  rendered  monthly  by  the  dis¬ 
bursing  officers  and  will  be  arranged  by  tabs  through¬ 
out  the  volume  under  the  general  classes  of  appropria¬ 
tions  and  trust  funds,  distribution  being  by  financial 
districts.  This  register  will  form  the  basis  of  the  entry 
carrying  credit  to  the  general  ledger  account  through 
which  control  may  he  exercised  over  the  accuracy  of 
postings  to  this  class  of  entries  in  the  subsidiary  ap¬ 
propriation  and  trust-fund  ledgers. 

36.  Register  of  reports  of  notes  and  accounts  receivable 

( see  Form  12  in  Circular  13). 

This  register  will  earn*  postings  from  reports  of  notes 
and  accounts  receivable  received  monthly  from  dis¬ 
bursing  officers  and  others.  It  will  be  the  basis  of 
entry  to  a  general  ledger  controlling  account.  This 
register  will  be  arranged  by  tabs  throughout  the  vol¬ 
ume  by  classes  of  appropriations  and  trust  funds  and 
distribution  by  financial  districts. 

37.  Schedule  of  invoices  and  miscellaneous  claims  (no 

form  printed) . 

A  schedule  of  invoices  and  miscellaneous  claims  will 
be  prepared  by  the  disbursing  officers  in  the  field 
monthly  and  in  the  Office  of  Indian  Affairs  currently, 
listing  in  detail  all  invoices  or  miscellaneous  claims 
received.  A  separate  schedule  will  he  used  for  each 
organization  unit  involved,  and  distribution  will  be 
made  by  administrative  accounts  and  “stores.” 
The  agency  schedules  will  be  accompanied  to  the  cen¬ 
tral  accounting  office  of  the  bureau  by  the  invoices 
and  claims  and  will  there  form  the  basis  of  the  charge 
to  the  register  of  schedules  of  invoices  and  miscel¬ 
laneous  claims. 

38.  Register  of  pay  rolls,  stores  reports,  and  schedules  of 

invoices  and  miscellaneous  claims  (see  Form  12 

in  Circular  13). 

This  register  will  carry  entries  in  total  from  pay 
rolls,  stores  reports,  and  schedules  of  invoices  and 
miscellaneous  claims  received  at  the  central  account¬ 
ing  office  of  the  bureau  monthly.  The  classification 


for  the  purpose  of  posting  to  general  ledger  controlling 
accounts  will  be  indicated  by  columns  on  the  regis- 
ter,  two  columns  therein  being  used  for  stores — one  for 
stores  debits;  the  other  for  stores  credits.  After 
registration  for  purposes  of  control  each  report  and 
schedule  will  be  used  as  a  posting  medium  to  the 
administrative  accounts  in  the  expense  ledger.  After 
registration  in  toto  each  pay  roll  will  he  posted  by 
organization  units  to  the  expense  ledger  as  described 
below. 

39.  Expense  ledger  (see  Form  10  in  Circular  13). 

The  expense  ledger  will  he  arranged  by  tabs  by 

projects,  one  sheet  or  group  of  sheets  being  used 
under  each  tab  to  show  the  organization  and  sub- 
classification  by  units.  To  this  ledger  will  he  charged, 
in  the  total  column,  the  total  shown  on  the  summa¬ 
ries  of  requisitions  on  storekeepers,  or  storekeepers’ 
reports,  by  organization  units,  and  the  total  of  each 
schedule  of  invoices  and  miscellaneous  claims  by 
organization  units,  the  distribution  being  made  in 
such  detail  as  may  be  desired  for  purposes  of  current 
reporting.  Pay  rolls  will  be  posted  from  a  pay-roll 
analysis  or  from  totals  by  classes  corresponding  with 
expense  accounts  in  case  items  on  the  pay  rolls  are  so 
arranged.  In  addition  to  the  expense  accounts  there 
will  be  carried  in  this  ledger  an  account  for  each 
store,  which  account  will  be  credited  with  the 
amounts  of  schedules  of  requisitions  on  the  respective 
storekeepers  and  charged  with  amounts  of  goods  re¬ 
ceived,  as  shown  by  schedules  of  invoices  and  miscel¬ 
laneous  claims. 

40.  J ournal  vouchers  (no  form  printed). 

Journal  vouchers  will  carry  the  various  entries  nec¬ 
essary  to  make  corrections  and  adjustments  to  detail 
accounts  in  subsidiary  ledgers  affected  and  to  carry 
postings  from  registers  to  the  controlling  accounts  in 
the  general  ledger. 

41.  Analysis  of  expenditures  (no  form  printed). 

An  analysis  of  expenditures  will  be  carried  by  or¬ 
ganization  units  arranged  by  tabs  throughout  the 
volume  to  showr  the  amounts  expended  from  the  vari¬ 
ous  appropriations  under  “A”  to  “L”  classification,  as 
approved  in  Circular  No.  36  issued  by  the  Treasury 
Department.  This  analysis  will  be  for  the  purpose  of 
reporting  to  Congress,  as  required  by  law,  the  actual 
expenditures  under  each  appropriation  during  a  fiscal 
year.  Whenever  practicable,  this  analysis  will  be 
made  by  recapitulation  of  the  expense,  construction, 
and  stores  ledgers. 


GENERAL  LEDGER  CONTROLLING  ACCOUNTS. 


As  lias  already  been  set  forth,  the  accounting  data 
contained  on  each  document  is  to  be  recorded  or 
entered  in  two  places:  The  first  record  or  entry  is  to 
be  made  on  a  schedule  or  register;  the  second  record 
or  entry  is  to  be  made  direct  to  an  account  affected. 
The  purpose  of  the  schedule  or  register  is  to  serve  as 
a  numerical  index  to  the  files  and  to  develop  a  total 
of  all  amounts  posted  to  the  detail  accounts.  By 
carrying  this  total  to  a  general  ledger  controlling 
account,  the  trial  balance  of  all  the  accounts  to  which 
such  detail  postings  are  made  should  equal  the  bal¬ 
ance  in  the  one  controlling  account.  Thus  the  bal¬ 
ance  of  a  single  account  on  the  general  ledger  carried 
with  “stores”  should  be  supported  by  the  total  of 
all  trial  balances  of  stores  ledgers,  and  should  agree 
with  the  totals  of  all  inventories  when  the  stores 
accounts  have  been  adjusted  to  inventories.  Or  again, 
the  balance  of  the  general  ledger  account  “Unex¬ 
pended  balance  of  appropriations”  should  be  supported 
by  the  “unexpended  balance”  of  all  accounts  carried  on 
the  appropriation  ledger  as  shown  by  trial  balance,  etc. 
42.  General  ledger  ( regular  double-column  ledger ). 

The  general  ledger  will  be  an  old-style  ledger-ruled 
book.  The  accounts  carried  on  the  general  ledger  will 
be  such  as  to  permit  of  the  closing  of  registered  totals 
of  documents  posted  to  detail  accounts,  and  at  the 
same  time  provide  the  information  needed  for  the 
most  summary  report  to  be  made  to  the  commissioner. 
In  outline  the  accounts  carried  in  the  general  ledger 
will  be  as  follows: 

Fund  Accounts. 

I.  Fund  resources: 

1.  Unexpended  balance  of  appropriations.  (This 

will  include  both  the  balance  of  cash  in 
the  hands  of  disbursing  officers  and  the 
Treasury  balance  subject  to  requisitions  and 
direct  settlements.) 

2.  Unexpended  balance  of  trust  funds. 

II.  Appropriations  and  reserves: 

1.  Unallotted  balance  of  appropriations  and 

trust  funds. 

2.  Unencumbered  balance  of  allotments. 

3.  Reserves  for  encumbrances  on  allotments. 

(a)  Contracts. 

( b )  Other  encumbrances. 


Asset  and  Liability  and  Operation  Accounts. 

III.  Assets: 

Cash  in  the  hands  of  disbursing  officers. 

Stores. 

Equipment. 

Lands  and  buildings. 

Other  improvements. 

Other  assets. 

Liabilities  and  reserves: 

Invoices  payable. 

Other  liabilities. 

Reserves  for  cash  in  hands  of  agents  to  be 
deposited  in  the  Treasury. 

Other  reserves  against  current  assets. 

Reserves  for  capital  outlays. 

Expenses: 

for  administration. 

for  operation. 

for  maintenance. 

Other. 

Revenues: 

Miscellaneous  receipts,  United  States  funds. 

Indian  moneys,  proceeds  of  labor. 

43.  Reports  to  the  commissioner  and  to  the  Secretary  of 

the  Interior  {no  form  printed). 

The  reports  to  be  made  to  the  commissioner  and  to 
the  Secretary  of  the  Interior  are  of  two  kinds,  viz:  (1) 
Regular  reports  and  (2)  special  reports.  For  the  for¬ 
mer  class  of  reports  regular  printed  forms  are  to  be 
prepared  which  will  be  submitted  later.  For  the  lat¬ 
ter  class  of  reports  no  printed  forms  can  be  made  for 
the  reason  that  the  character  of  the  information  re¬ 
quired  can  not  be  foreseen.  The  regular  reports  are  of 
two  kinds :  (a)  Those  which  are  summary  in  character 
and  which  may  be  taken  from  the  general  ledger,  and 
from  the  analytical  columns  of  the  supporting  regis¬ 
ters,  and  (&)  those  which  are  to  be  prepared  from  the 
detail  accounts.  These  latter,  so  far  as  practicable, 
wall  serve  the  double  purpose  of  trial  balances  and 
analyses  of  summary  reports.  As  fast  as  these  forms 
are  approved  they  will  be  submitted  with  instructions 
for  their  use. 


. 
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• 

Department  of  Interior, 

\t.  S.  INDIAN  SERVICE. 


Payable  from  Appropriation: 


Estimate  of  Needs  of _  for  Fiscal  Year  ending  June  30,  1912. 

(Agency,  school,  or  project.)  ,  \sk<‘(l  for  $ 

_  _  Total  Amount  for  Fiscal  Year  ending  June  30,  1911,  Exclusive  of  Annual  Estimate  Goods  and  Supplies  |  ^pp0r^jone(]  <$ 


Item. 

Absolute  necessities. 

ii 

Urgent  needs: 

Additional  requirements. 

No. 

Description. 

$ 

** 

* 

1 

$ 

Total, 

Justification  of  Estimate  for  Each  Item. 


i 


Form  !• 


- . 

Allowed  for  1912  (to  be 
filled  in  by  Indian  Office),  j 
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This  sheet  must  be  prepared  so  that  it  may  be  press-copied  in  the  INDIAN  OFFICE. 


Department  of  the  Interior 

OFFICE  OF  INDIAN  AFFAIRS 
WASHINGTON 


AUDITOR’S  COPY. 


EXPEN]  )ITURE  AUTH O RIZATION-TO 
Sir  PE  RINTENDENT. 


Authority  is  hereby  granted  for  you  to  expend,  during 
$ - from  the  appropriation 

(1)  _ 

(2)  _ 

(3)  _ 

(4)  _ 

for  the  following:: 

o 


the  fiscal  year  191  ,  the  sum  of 


DO  NOT  WRITE 

IN  THIS  SPACE. 

$ _ 

$ _ 

$ _ 

$ _ 

$ _ 

$ _ 

$ _ 

$ _ 

Object. 

(Here  tabulate  separately  items  for  agency,  school,  police,  etc.,  showing  purpose  of  each.) 


(Do  not  crowd  this  space— use  leading  sheets  if  necessary.) 


Amount. 


To: 


(Title  or  name.)* 


(School.) 


Total, 


Funds  hypothecated. 


Chief  Finance  Division. 


(Post  office.) 

DO  NOT  WRITE  IN  THIS  SPACE.  8@“ 

*  Fill  in  “The  Superintendent”  if  a  school  superintendent;  if  not,  insert  name. 


Form  2a. 


Any  EXPLANATION  concerning  this  proposed  expenditure  must  be  made  in  a  separate  letter. 


-r-  ACCOUNTING  OFFICE  COPY. 

Department  of  the  Interior 

OFFICE  OF  INDIAN  AFFAIRS 
WASHINGTON 


Authority  is  hereby  granted  for  you  to  expend,  during  the  fiscal  year  191  ,  the  sum  of 

- - - from  the  appropriation 


_ _ _  .  _  $ 

«>  . . . .  * 

(i> - - — . — . . . . * 

for  the  following: 

o 


DO  NOT  WRITE 

IN  THIS  SPACE. 

$ _ 

S _ 

i 

i 

t 

i 

i 

i 

t 

i 

i 

$ _ 

Object. 


Amount. 


(Title  or  name.) 

COPY. — To  be  tiled  with  proper 
(School.)  voucher  In  OFFICE  COPY  of 

memorandum,  account. 

(Post  office.) 


Form  2b. 


Tills  sheet  to  he  detached  and  retained  by  disbursing  ofllcer. 


Department  of  the  Interior 

OFFICE  OF  INDIAN  AFFAIRS 
WASHINGTON 


DISBURSING  OFFICE  COPY. 


Authority  is  hereby  granted  for  you  to  expend,  during  the  fiscal  year  191  ,  the  sum  of 

& - - -  from  the  appropriation  _ 


DO  NOT  WRI1 
IN  THIS  SPAC 

* 

:e 

E. 

(2)  _  S 

$ 

(3)  _  $ 

% 

$ 

q  for  the  following: 

(Title  or  name.) 


(School.) 


COPY. — To  be  filed  by  the  dis¬ 
bursing  officer  with  proper  voucher 
in  his  copy  of  memorandum  ac¬ 
count. 


(Post  office.) 


Form  2c. 


Tltis  sheet  must  he  prepared  so  that  it  may  he  press-copied  in  the  INDIAN  OFFICE. 


AUDITOR’S  COPY. 

Department  of  the  Interior 

OFFICE  OF  INDIAN  AFFAIRS 
WASHINGTON 


ED 


EXPENDITURE  AUTH  O R IZATION— FOR 
SETTLEMENT  OF  INDEBTEDNESS 

INCURRED. 

Authority  is  hereby  granted  for  the  settlement  of  an  indebtedness  of  $ . . . , 

incurred  during  the  . . . . . quarter,  191  ,  as  evidenced  by  the  following- 

described  vouchers,  which  are  -j  Stained  !  ^or  3r()ur  account: 


Vou. 

Qr. 

Name  of  Claimant  and  Purpose  of  Expenditure. 

* 

Amount. 

(Do  not  crowd  this  space— use  more  sheets.) 

Total, 

To:  Funds  hypothecated. 


(Title  or  namc.)t 


(School.) 


Chief  Finance  Division. 


(Post  office.) 

DO  NOT  WRITE  IN  THIS  SPACE.fer 


*  In  this  column  will  be  indicated,  by  use  of  one  or  more  of  the  following  numbers,  the  funds  it  is  desired  to  use  in  making  payment: 


(1)--- - - - 

(2)--- - - 

(3)  _ _ _ 

(4) . . . . . . . 

(5)  To  be  designated  by  the  office - 

t  Fill  in  “  The  Superintendent”  if  a  school  superintendent;  if  not,  insert  name. 


$ 

$ 

$ 

$ 

$ 


Form  3a. 


Any  EXPLANATION  concerning:  this  expenditure  must  he  made  in  a  separate  letter. 


Department  of  the  Interior 

OFFICE  OF  INDIAN  AFFAIRS 
WASHINGTON 


ACCOUNTING  OFFICE  COPY. 


i3 


Authority  is  hereby  granted  for  the  settlement  of  an  indebtedness  of  $ _ , 

incurred  during  the - quarter,  191  ,  as  evidenced  by  the  following- 

described  vouchers,  which  are  -j  retard  !  for  me  with  y°lir  account: 


To: 


(Title  or  name.) 


(School.) 


(Post  office.) 


COPY.— To  be  filed  with  proper 
voucher  in  OFFICE  COPY  of  memo¬ 
randum  account. 


*  In  this  column  will  be  indicated,  by  use  of  one  or  more  of  the  following  numbers,  the  funds  it  is  desired  to  use  in  making  payment: 


(1) _ _ _ _ $ 

(2) --. - s 

(3)  _ S 

(4)  — - S 

(5)  To  be  designated  by  the  office . S 


Form  3b. 


This  sheet  to  he  detached  and  retained  by  disbursing  officer. 


DISBURSING  OFFICE  COPY. 

Department  op  the  Interior 

OFFICE  OF  INDIAN  AFFAIRS 
WASHINGTON 

B 


Authority  is  hereby  granted  for  the  settlement  of  an  indebtedness  of  $ . . . . . , 

incurred  during  the - 1... - - quarter,  191  ,  as  evidenced  by  the  following- 

described  vouchers,  which  are  -j  Gained  !  ^or  J0111'  account : 


Total, 


To: 

(Title  or  name.) 


■  (School.) 


(Post  office.) 


COPY. — To  be  filed  by  the  dis¬ 
bursing  officer  with  proper  voucher 
in  his  copy  of  memorandum  ac¬ 
count. 


*  In  this  column  will  be  indicated,  by  use  of  one  or  more  of  the  following  numbers,  the  funds  it  is  desired  to  use  in  making  payment: 


(1) _ _  * 

(2) _  $ 

(3)  - * 

(4)  _ $ 

(5)  To  be  designated  by  the  office  — . — - -  $ 


Form  3c. 


WAREHOUSE  COPY. 


Department  of  the  Interior, 

OFFICE  OF  INDIAN  AFFAIRS, 
WASHINGTON. 


EXPENDITURE  AUTHORIZATION  TO  WAREHOUSEMAN. 


The  Superintendent, 

Warehouse  for  Indian  Supplies, 


Sir:  You  are  requested  to  |  open  market  [  antl  sentl  imme(liately  to  tlie  superintendent  of 

the _ _ _ _ - . . . . School,  for  the  use  of - - -  - 

_ _ _ _ . ,  the  following : 


The  total  cost  of  the  foregoing  is  estimated  to  be  $ - ,  not  exceeding  which  sum  will  be 

paid  through  the  Indian  Office  from  the  appropriation 


For  quotations  see  your  letter  of 


Funds  hypothecated. 


,  19-.-- 


Chief  Finance  Division. 


Form  4a 


ACCOUNTING  OFFICE  COPY. 


Department  of  the  Interior, 

OFFICE  OF  INDIAN  AFFAIRS, 
WASHINGTON. 


The  Superintendent, 

Warehouse  for  Indian  Supplies, 


Sir:  You  are  requested  to  -J  p^j^ase^in  open  market  !  an(i  senci  immediately  to  the  superintendent  of 

^ie - - - - - — . —  School,  for  the  use  of . . . 

. . . ,  the  following : 


The  total  cost  of  the  foregoing  is  estimated  to  be  $ 
paid  through  the  Indian  Office  from  the  appropriation 


. ,  not  exceeding  which  sum  will  be 


For  quotations  see  your  letter  of 

- ,  19.... 


Form  4b. 


Depirtment^of  the  ^Interior,  ADVICE  OF  CREDITS  ON  APPORTIONMENTS  AND  ALLOTMENTS  AND  REPORT  OF 

EXPENDITURES  UNDER  EXPENDITURE  AUTHORIZATIONS. 


(Agency  or  school.) 


(Date.) 


191— 


Authorities. 


Number. :  Date,  19 


Totals, 


Totals, 


HEADS  OF  APPROPRIATIONS. 


Authorized. 


Expended. 


Saved. 


Authorized. 


Expended. 


Saved. 


Authorized. 


Expended. 


Saved. 


Authorized. 


Expended. 


Saved. 


Authorized.  i  Expended. 


I  certify  that  the  foregoing  report  is  correct  and  embraces  all  authorities  received  by  me  for  the  expenditure  of  public  money,  which  have  been  exhausted  during  the - ^ . ende<1 


Saved. 


19 


(Official  title) 


Form  5. 


97287—11 


Department  of  the  Interior, 

U.  S.  INDIAN  SERVICE. 

REQUEST  FOR  CASH  ADVANCES. 


(School  or  project.) 


(Post  office.) 


The  Commissioner  of  Indian  Affairs. 

Sir: 

Please  cause  the  following  funds  to  be  placed  to  my  official  credit  for  use  during  the. 
quarter,  191 


(Date.) 


(Official  title.) 


Appropriations. 


Objects  for  which  Funds  are  Required. 


Authority  Number. 


Amount  Needed  (in  addition  to  amount 
o  hand). 


Form  6. 


NOTE. — If  paid  in  casli,  attach  receipt. 


/ 


Department  of  the  Interior, 

U.  S.  INDIAN  SERVICE. 


Voucher  No.  ... 


VOUCHER  FOR  PURCHASES. 


The  United  States, 

To 


191 
,  Dr. 


(Give  post-office  address.) 


Appropriation. 


Organization 
Symbol _ 


Expenditure 


Job 


Account _  Symbol 


Process 
Symbol . 


Object  Symbol. 


Class.  Specification. 


Catalogue  or 
list. 


Articles  or  Services. 


Quantity.  Unit. 


Price. 


Amount. 


Total. 


I  certify  on  honor  that  the  foregoing  claim  is  correct  and  just,  and  that  no  part  of  same  has  been  paid. 

Do  not  sign  In  duplicate. 


The  certification  should  he  in  the  name  of  the  person,  firm  or 
partnership,  unincorporated  company,  or  corporation  supplying 
the  articles,  and  to  whom  payment  should  be  made.  The  certifi¬ 
cation  may  be  by  an  attorney,  agent,  or  officer,  and,  if  so  made,  the 
signature  and  title  or  designation  of  such  representative  should 
follow  the  name  of  the  person,  firm  or  partnership,  unincorporated 
company,  or  corporation. 


Claimant. 


By 


The  above  hill  must  he  completed  before  certification  by  payee. 


Title . 


Paid  by  check  No. 


on . . 


Form  7a 


INVOICE. 

ACCOUNTING  OFFICE  COPY. 

191 

The  United  States, 

To _ 

(Give  post-office  address.) 

Appropriation 

- - - 

Symbol 


Expend. 


Job 


Process 


Object  Symbol. 

Catalogue 
or  list. 

Articles  or  Services. 

Quantity. 

Unit. 

Price. 

Amount. 

Class. 

Specification. 

. 

— - 

I  1 

Total. 


* 


The  above  is  a  true  copy  of  original  voucher,  except  as  to  certificates. 

TAID  IN  CASH  UNLESS  OTHERWISE  NOTED  AT  THE  BOTTOM  HEREOF. 


Delivered  at . ,  on 

Required  for . 


.,191  ; 


Purchase  made  under  {authrmity}  . ’  ^atec^ . >  1^1  ,  attached  to  original  or  to 

voucher  No . to  account  for . quarter,  191  ,  and  in  accordance  with  sections... 


and . of  the  methods  stated  on  purchase  order. 

(Number.) 

Certificate  as  to  quantity  and  quality  signed  by . 


(Letter.) 


Dated . .  19  . 

Paid  by  check  No . .  dated . .  191  ,  for  $ . on 

order  of  claimant. 


.to 


Form  7t> 


MEMORANDUM  OOPV. 


INVOICE. 


The  United  States, 

(Give  post-ofTiee  address). 

Appropriation _ 


To. 


— ,  191 

.,  Dr. 


Organization 
Symbol _ 


Expend.  Job  Process 

Account -  Symbol _  Symbol. 


Object  Symbol. 

Catalogue 
or  list. 

Articles  or  Services. 

Quantity. 

Unit. 

Price. 

Amount. 

Class. 

Specification. 

' 

Total . 

^   

The  above  is  a  true  copy  of  original  voucher,  except  as  to  certificates. 

PAID  IN  CASH  UNLESS  OTHERWISE  NOTED  AT  THE  BOTTOM  HEREOF. 


Delivered  at . ,  on. 

Required  for . 


.,  191  ; 


Purchase  made  under  {authority}  No . dated . >  191  >  attached  to  original  or  to 

voucher  No . to  account  for . quarter,  191  ,  and  in  accordance  with  sections - 


(Letter.) 


and . of  the  methods  stated  on  purchase  order. 

(Number.) 

Certificate  as  to  quantity  and  quality  signed  by . 


Dated . .  19 

Paid  by  check  No . ,  dated . >  191  ,  for  $ . on. 

order  of  claimant. 


to 


Form  7c 


AUDITOR’S  COPY. 

Department  of  the  Interior, 

U.  S.  INDIAN  SERVICE. 

Shipping  Directions,  Line  No _ _ _ 

Date  of  Requisition, _ _ _ ,  191 

Voucher  for  supplies  purchased  iu  open  market  and  delivered  at  Indian  warehouses. 

(To  be  paid  for  through  Indian  Office.) 


The  United  States 

Bought  of 


191 


(Date  of  invoice.) 


(Name.) 


(Address.) 


For 


(Insert,  here  name  of  agency,  school,  and  tril>e  as  given  for  above  line  number  in  requisition  for  supplies.) 


Class. 

Specifica¬ 

tion. 

Numbers 
on  pack¬ 
ages. 

Kind  of 
package. 

Gross 

weight. 

Contents. 

Amount. 

Dollars. 

Cents. 

Lbs. 

I 

2 

3 

4 

5 

6 

7 

8 

9 

• 

io 

ii 

12 

Total  gross  weight. 


Total. 


(Certification  and  invoice  to  he  completely  filled  in  by  payee,  or  before  signature  by  payee,  without  alteration  or  erasure  at  any  time.) 

I  certify  that  the  above  bill  is  correct  and  just,  and  that  payment  therefor  has  not  been  received. 

The  certification  should  be  in  the  name  of  the  person,  firm  or  part- 
nership,  unincorporated  company,  or  corporation  supplying  the  /Do not sign  in\ 

articies.  and  to  whom  payment  should  be  made.  The  certification  \  duplicate.  ) 
may  be  by  an  attorney,  agent,  or  officer,  and,  if  so  made,  the  signa¬ 
ture  and  title,  or  designation,  of  such  representative  should  follow 
the  name  of  the  person,  firm  or  partnership,  unincorporated  com¬ 
pany,  or  corporation.  _ _ 


Claimant. 


[Forms  of  certificates  will  be  prepared  in  accordance  with  the  needs  of  the  several  branches  of  the  service.] 


Form  8a. 


Department  of  the  Interior, 

U.  S.  INDIAN  SERVICE. 


ACCOUNTING  office  copy. 


Shipping  Directions,  Line  No . . 

Date  of  Requisition, _ ,  191 

Invoice  for  supplies  purchased  in  open  market  and  delivered  at  Indian  warehouses. 

(To  be  paid  for  through  Indian  Office.) 


The  United  States 

Bought  of 


.,  191 


(Date  of  invoice.) 


(Name.) 


(Address.) 


For. 


(Insert  here  name  of  agency,  school,  and  tribe  as  given  for  above  line  number  in  requisition  for  supplies.) 


Class. 

Specifica¬ 

tion. 

Numbers 

on 

packages. 

Kind  of 
package. 

Gross 

weight. 

Contents. 

Amount. 

Dollars. 

Cents. 

Lbs. 

i 

2 

3 

4 

5 

6 

7 

8 

9 

10 

ii 

12 

Total  gross  weight . 

Total . 

© 

|  OPEN-MARKET  INVOICE— MEMORANDUM  COPY. 

0 

£ 

®  (Certificates  omitted.) 

d 

£ 

Jh  This  memorandum  copy  to  be  transmitted  to  the  Indian  Office  with  the  original. 

The  above  articles  were  ordered  in  open  market  under  Indian  Office  instructions  dated - , 

£ 

PS  191  ,  delivered  at _ on  the - day  of . . ,191  ,  for 

'd 

© 

2  shipment  to  the  school,  agency,  or  tribe  specified  above. 

© 

& 

0 

h 

Form  8b. 


Department  of  the  Interior, 

U.  S.  INDIAN  SERVICE. 


MEMORANDUM. 


Shipping  Directions,  Line  No.  _ . . 

Date  of  Requisition. . . . . ,  191 

Invoice  for  supplies  purchased  in  open  market  and  delivered  at  Indian  warehouses. 

(To  be  paid  for  through  Indian  Office.) 


The  United  States 

Bought  of 


(Date  of  invoice.) 


191 


(Name.) 


(Address.) 


FOR 


(Insert  here  name  of  agency,  school,  and  tribe  as  given  for  above  line  number  in  requisition  for  supplies.) 


Class. 

Specifica¬ 

tion. 

Numbers 
on  pack¬ 
ages. 

Kind  of 
package. 

Gross 

weight. 

Contents. 

Amount. 

Dollars. 

Cents. 

Lbs. 

1 

2 

3 

A 

5 

6 

7 

8 

9 

io 

ii 

i2 

Total  gross  wf. 

Total . 

M 

© 

32 

o 


© 

~ 


>1 

£ 


© 

-0 

0 


OPEN-MARKET  INVOICE— MEMORANDUM  COPY. 

(Certificates  omitted.) 

This  memorandum  copy  to  be  transmitted  to  the  agency  or  school  to  which  the  supplies  are  shipped. 

The  above  articles  were  ordered  in  open  market  under  Indian  Office  instructions  dated. . 

191  ,  delivered  at _ on  the . . da}  of -  - ,191  ,  for 

shipment  to  the  school,  agency,  or  tribe  specified  abo\e. 


Form  8c. 


- 


Department  of  the  Interior, 

U.  S.  INDIAN  SERVICE. 


AUDITOR’S  COPY. 


VOUCHER  FOR  CONTRACT  SUPPLIES  DELIVERED  AT 

AGENCIES  AND  SCHOOLS. 

(To  be  paid  for  through  Iudian  Office.) 

The  United  States, 

To _ 


191 


(Give  post-office  address.) 


Appropriation. 


Organization 


Expend. 


Job 


Process 


_ !  ~  " 

Objec 

Class. 

t  Symbol. 

Specification. 

Articles  or  Services. 

Quantity. 

Unit. 

Price. 

Amount. 

Total . 

^  - 

- 

I  certify  that  the  foregoing  claim  is  correct  and  just,  and  that  no  part  of  same  has  been  paid. 


The  certification  should  be  in  the  name  of  the  person,  firm  or 
partnership,  unincorporated  company,  or  corporation  supplying 
the  articles,  and  to  whom  payment  should  be  made.  The  certifica¬ 
tion  may  be  by  an  attorney,  agent,  or  officer,  and,  if  so  made,  the 
signature  and  title,  or  designation,  of  such  representative  should 
follow  the  name  of  the  person,  firm  or  partnership,  unincorporated 
company,  or  corporation. 

The  signature  of  the  claimant  hereon  must  correspond  with  the 
signature  on  the  contract. 


Claimant. 


TUe  above  bill  must  be  completed  before  certification  by  payee. 


[Forms  of  certificates  will  be  prepared  in  accordance  with  the  needs  of  the  several  branches  of  the  service.] 


Form  9a 


Department  of  the  Interior, 

U.  S.  INDIAN  SERVICE. 


ACCOUNTING  OFFICE  COPY. 


INVOICE  FOR  CONTRACT  SUPPLIES  DELIVERED 

xVGENCIES  AND  SCHOOLS. 

(To  be  paid  for  through  Indian  Office.) 

The  United  States, 

To _ 


AT 


(Give  post-office  address.) 

Appropriation  Acct _ 


Organization 
Symbol _ 


Expend. 

Account. 


Job 

Symbol  . 


Process 

Symbol. 


Object  Symbol. 

Articles  or  Services. 

Quantity. 

Unit. 

Price. 

Amount. 

Class.  ■  Specification. 

. . 

^  —  -  -i~  ~~ 

MEMORANDUM  CONTRACT  PURCHASE  TOUCHER. 

(Certificates  omitted.) 

This  memorandum  copy  to  be  transmitted  to  the  Indian  Office  when  the  original  is  forwarded  to  the  claimant. 

The  articles  specified  above  were  inspected  by - - - 

on _ _ _ ,  191  ,  and  found  to  be  of  quality  equal  to  the  requirements  of  the 

contract  and _ 

Delivered  by  claimant 

at _ _  on - - ,  191  ,  for - 

under  contract  dated _ _  191 


Agency  or  School. 


.,  191 


Form  9b. 


Department  of  the  Interior, 
U.  S.  INDIAN  SERVICE. 


MEMORANDUM. 


INVOICE  FOR  CONTRACT  SUPPLIES  DELIVERED  AT 

AGENCIES  AND  SCHOOLS. 

(To  be  paid  for  through  Indian  Office.) 

The  United  States, 


To. 


(Give  post-office  address.) 

Appropriation  Account _ 


Organization 
Symbol _ 


Expenditure 
Account . 


Job 


Process 


Objec 

Class. 

t  Symbol. 

Specification. 

Articles  or  Services. 

Quantity. 

Unit. 

Price. 

Amount. 

Total . 

— 

^11 

nnm 

MEMORANDUM  CONTRACT  PURCHASE  VOUCHER. 

(Certificates  omitted.) 

This  memorandum  copy  to  be  retained  by  the  agent  or  superintendent  for  his  office  records. 

The  articles  specified  above  were  inspected  by . - - - - — 

on  _  _ _ ,  191  ,  and  found  to  be  of  quality  equal  to  the  require¬ 
ments  of  the  contract  and - - - - 

Delivered  by  claimant 

at _ _ _ -  on _ _ 191  ,  for - 

under  contract  dated - -  191 

_ _ _ _ Agency  or  School. 


.,  191 


Form  9c. 


PAY  ROLL  FOR  PER? 

Department  of  the  Interior, 

OFFICE  OF  INDIAN  AFFAIRS. 

Pay  Roll  of  Employees  in  pipe  Office  of _ 


A 


VL  SERVICES  OUTSIDE  THE  DISTRICT  OF  COLUMBIA. 


Sheet  No. 


From _ To 


191 


Name. 


Address  to  which  check  is 
to  be  mailed. 


Date  of 
appoint¬ 
ment. 


Designa¬ 

tion. 


Rate  of  Pay. 


Dollars. 


Cents. 


Per  annum, 
month,  or 
day. 


Period  of  Service. 


From — 


To- 


Number  of 
of  days. 


Amount  Due  for 
Period. 


Dollars. 


Cents. 


Deductions  (see 
Remarks). 


Dollars. 


Cents. 


Amount  Paid. 


Dollars. 


Paid  by  check  on 


Assistant  Treasurer . 

. 191  ,  and  numbered  below. 


.  Dated 


Cents. 


Remarks. 


Total  amount  claimed. 


Total. 


I  certify  that  the  foregoing  pay  roll,  consisting  of  — - — —  sheet  ,  is  correct,  that  i 
Interior  during  the  period  mentioned;  that  such  services,  except  as  ot  kiwi,  t  in  and  necessary  tnattneyareseveiaiirv 

S  belTeTthey  ha^ot  Canned  conation  for  aervicea  from  any  other 

Account  submitted  for . $ . 

Differences  as  noted . $ . 

Approved  for . $ . 


(Signature.) 


Form  10. 


97287—11 


NOTICE  OF  ISSUE  OF  INDIAN  WARRANTS  ON  REQUISITION 
OF  DEPARTMENT  OF  THE  INTERIOR. 


Treasury  Department, 

Office  of  tiie  Treasurer  of  the  United  States, 
Washington,  D.  0.,  . . iQi 


The  honorable  the  Secretary  of  the  Interior. 


Sir:  Warrant  No. _ _ _ _ dated 

appropriation  named  in  requisition  No. _ _ dated 


-,  has  this  day  been  transmitted  by  mail  to  the 


chargeable  to  the 
- ,  191 _ ,  for 


to  be  placed  upon - - - books  to  the  credit  of 


Respectfully, 


Treasurer  of  the  United  States. 


Form  11. 


Department  of  the  Interior, 

U.  S.  INDIAN  SERVICE . 


REPORT  OF  REVENUES 


AND  MISCELLANEOUS  RECEIPTS. 


) 

The  Commissioner  of  Indian  Affairs, 

Washington,  D.  C. 


191 


Sir:  I  have  the  honor  to  report  the  receipt  of  Miscellaneous  Funds  during  the  quarter 

ending - ,  191  ,  in  the  amounts  and  from  the  sources  hereinafter 

specified. 

MISCELLANEOUS  RECEIPTS,  CLASS  I.  I  Amount. 

Sale  of  buildings  erected  from  gratuity  appropriations . |  | 

Rent  of  buildings  erected  from  gratuity  appropriations . 

Sale  of  subsistence  supplies  purchased  from  gratuity  appropriations . 

Sale  of  condemned  or  unserviceable  property  purchased  from  gratuity  appropriations . 

Sale  of  live  stock  purchased  from  gratuity  appropriations . 

Sale  of  hides  from  stock  purchased  for  breeding  or  dairy  purposes  from  gratuity  appropriations . 

Transportation  charges  added  to  price  of  subsistence  supplies  sold . 

Rent  of  water  from  agency  or  school  water  or  irrigation  system . 

Payment  by  transportation  companies  for  goods  lost  in  transit  which  were  purchased  from  gratuity  appro¬ 
priations . 

Notes,  etc . 


Total 


MISCELLANEOUS  RECEIPTS,  CLASS  II. 


Amount. 


Sale  of  buildings  erected  from  treaty  or  agreement  appropriations . 

Sale  of  subsistence  supplies  purchased  from  treaty  or  agreement  appropriations . 

Sale  of  condemned  or  unserviceable  property  purchased  from  treaty  or  agreement  appropriations . 

Sale  of  live  stock  purchased  from  treaty  or  agreement  appropriations . 

Sale  of  hides  from  stock  purchased  from  treaty  or  agreement  appropriations . 

Sale  of  hides  from  stock  purchased  for  subsistence  of  Indians  from  gratuity  appropriations . 

Refunds  of  overpayments  from  any  appropriations . 

Payments  by  transportation  companies  for  goods  lost  in  transit  which  were  purchased  from  treaty  or  agree¬ 
ment  appropriations . 

Notes,  etc . . . . . 


Total 


Form  12 — Page  1. 


MISCELLANEOUS  RECEIPTS,  CLASS  III. 

Amount. 

*Sale  of  town  lots,  timber,  etc.,  from  tribal  lands  under  special  acts  of  Congress. 

Sale  of  lumber  manufactured  at  agency  mills  from  timber  cut  on  tribal  lands 

Sale  of  any  other  products  of  tribal  lands  which  are  not  the  result  of  labor  of  individual  Indians 

Sale  of  any  property  purchased  from  Class  III  funds  or  “Indian  moneys,  proceeds  of  labor,  ”  belonging  to 
Indians . 

Kent  of  buildings  erected  from  treaty  or  other  tribal  funds . 

Leasing  of  tribal  lands . 

^Grazing  or  trespass  on  tribal  lands . 

Rights  of  way  on  tribal  lands . 

Royalties  on  coal,  oil,  gas,  and  asphalt  from  tribal  lands . 

Notes,  etc . 

*  Underline  item  collection  is  made  under  and,  Tat 

if  more  than  one,  give  amount  of  each.  1  OTAL . 

MISCELLANEOUS  RECEIPTS,  CLASS  IV. 

Amount. 

Sale  of  property  purchased  from  Class  IV  funds  or  “Indian  moneys,  proceeds  of  labor,”  belonging  to 

agencies  and  schools . 

Sale  of  products  of  agency  and  school  shops,  farms,  and  gardens . 

Sale  of  hides  from  stock  produced  at  agencies  and  schools . 

Sale  of  surplus  agency  and  school  property  under  the  act  of  July  1,  1898  (30  Stat.  L.,  596) . 

Pasturage  on  agency  and  school  lands . 

Fines  imposed  by  courts  of  Indian  offenses . 

School  entertainments,  band  concerts,  athletic  contests,  sales  of  curios,  or  of  fancy  articles  manufactured  by 
pupils,  subscriptions  to  school  journals  or  advertising  therein,  job  printing,  or  any  other  like  enterprise. . 
Notes  etc  .  . 

Total . 

MISCELLANEOUS  RECEIPTS,  CLASS  V. 

Amount. 

Fees  collected  to  pay  for  advertising  the  sale  of  Indian  allotments . 

Total . 

Form  12 — Page  2. 


INDIVIDUAL  INDIAN  MONEY. 


Sale  of  Indian  allotments . 

Sale  of  timber  or  other  products  of  Indian  allotments . 

Lease  of  Indian  allotments . . . 

Right  of  way  on  Indian  allotments . 

Trespass  on  Indian  allotments . 

Sale  of  cattle  or  other  property  of  individual  Indians . 

Earnings  of  school  pupils  or  money  received  from  any  source  for  delivery  to  them . 

Any  other  money  coming  into  the  hands  of  disbursing  officers  for  individual  Indians  as  distinguished  from 


Amount. 


the  tribe 


Total . 

Very  respectfully, 

(Official  title.) 

Office  of  Indian  Affairs, . . . ,  191 

I  certify  that  the  foregoing  includes  all  revenues  and  receipts  of  money  shown  by  the  disbursing 

officer’s  property  account  for  the  period  stated,  except . . . . . . . 


Chief,  Finance  Division. 


Form  12 — page  3. 


Department  of  the  Interior, 
U.  S.  INDIAN  SERVICE. 


REPORT  OF  NOTES  AND  ACCOUNTS  RECEIVABLE  AT 
. SCHOOL. 


No. 

Date. 

Name. 

Object. 

Due. 

Amount. 

Fund  or  Appropriation  to  be 
Credited. 

• 

Form  13. 


Department  of  the  Interior, 

U.  S.  INDIAN  SERVICE. 


REQUISITION  NUMBER. 


REQUISITION  ON 


STOREKEEPER 


AND  RECEIPT  FOR 


GOODS 

This  Copy  is  to  be  sent  to  Storekeeper  and  returned  with  goods. 


ISSUED. 

It  should  then  be  forwarded  promptly  to  Accounting  Office. 


Storekeeper : 

Please  deliver  to . . . . 

Organization  Symbol . . .  Expend  account 


Date, 


Allotment  account 


Object  Symbol. 

Catalogue 
or  list. 

Description  of  Article. 

Quantity. 

Unit. 

Price. 

Amount. 

Class. 

Specifica¬ 

tion. 

- 

. 

* 

I  hereby  certify  that  the  supplies  above  specified  are  necessary  for  use  at  this 


(Title.) 


Approved : 


(Title.) 


Received  the  above-specified  supplies. 
Date . — . ,  191 


ACCOUNTING  OFFICE  COPY. 


(Title.) 


Form  14a. 


Department  of  the  Interior, 

U.  S.  INDIAN  SERVICE. 


Requisition  Number: 


REQUISITION  ON  STOREKEEPER  AND  RECEIPT  FOR 

GOODS  ISSUED. 

This  Copy  is  to  be  retained  in  Division  making  Requisition. 

Date, . . 


Storekeeper: 

Please  deliver  to 


Organization  symbol _ Expend,  account 


Allotment  account . 


Objf.ct  Symbol. 

Catalofrre 
or  list. 

Description  of  Article. 

Quantity. 

Unit. 

Price. 

Amount. 

Class. 

Spe-ifiea- 

tion. 

I  hereby  certify  that  the  supplies  above  specified  are  necessary  for  use  at  this 
Approved :  _ _ 


(Title.) 


(Title.) 


Received  the  above  specified  supplies. 
Date _ _ — ,  191 


REQUISITIONER’S  COPY. 


(Title.) 


Form  14b. 


Department  of  the  Interior, 

U.  S.  INDIAN  SERVICE. 


REQUISITION  NUMBER: 


REQUISITION  ON  STOREKEEPER  AND  RECEIPT  FOR 

GOODS  ISSUED. 

This  copy  is  to  be  signed  and  returned  to  the  Storekeeper  upon  receipt  of  goods. 


Date 


Storekeeper: 

Please  deliver  to _ 

Organization  symbol - -  Expend  account _ Allotment  account. 


Object  Symbol. 

Catalogue 

list. 

Description  of  Article. 

Quantity. 

Unit. 

Price. 

Amount. 

Class. 

Specifica¬ 

tion. 

. 

1 

I 

T  hereby  certify  that  the  supplies  above  specified  are  necessar}'-  for  use  at  this. 


Approved . 


(Title.) 


(Title.) 


V 


Received  the  above  specified  supplies. 
Date. . . ,  191 


STOREKEEPER’S  COPY. 


(Title.) 


Form  14c. 


REQUISITION  NUMBER. 

Department  of  the  Interior,  . 

U.  S.  INDIAN  SERVICE. 

REQUISITION  ON  PURCHASING  AGENT. 

Please-  purchase  the  following  for  _ _ .......  _  .... _ _  . .  _ . ,  to  be  delivered 

on  or  before. _ _ _ _ ,  191 


Organization  symbol 


. Expense  account  _  ..Allotment  account 


Object  Symbol. 


Class .  i  Specification. 


Meth- 

|  |  Firm  or  Contract. 

chase. 


Approved: 
Date, _ 


Catalogue 
or  list. 


Articles  or  Services. 

(Use  a  separate  line  for  each  class  of  article  described.) 


Stock  on 
hand. 


Quantity. 


Unit. 


Price. 


Estimated 

amount. 


Order  I 
No. 


I  hereby  certify  that  the  work  or  supplies  above  specified  are  necessary 


for  |  stock  f  1,1  this 


Date, 


(Title.) 


191 


(Title.) 


Form  16a 


Department  of  the  Interior, 

U.  S.  INDIAN  SERVICE. 


REQUISITION  NUMBER. 


REQUISITION  ON  PURCHASING  AGENT. 

Please  purchase  the  following  for _ _ _ t _ _ _ ,  to  be  delivered 

on  or  before . . . 191 


Organization  svmbol . 


Expense  account . . . .  Allotment  account 


Object  Symbol. 


Class.  |  Specification. 


Catalogue 
or  list. 


Articles  or  Services. 

(Use  a  separate  line  for  each  class  of  article  described.) 


Stock  on 
hand 


Quantity. 


Unit.  Price. 


Estimated 

amount. 


Meth¬ 
od  of 

Eur- 

ase 


Firm  or  Contract. 


Order 

No. 


(Title.) 

REQUISITIONER’S  COPY. 


Form  16b 


■  • 


Department  of  the  Interior, 

U.  S.  INDIAN  SERVICE. 


Messrs. 


PURCHASE  ORDER. 

Date, _ 


PURCHASE  ORDER 
No . 


191 


Please  furnish  and  deliver  the  following  to 


All  goods  to  be  delivered  on  or  before . ,  and  are  to  be  billed  at  the  prices  agreed,  which 

include  delivery  charges  to  place  designated.  Invoices  made  in  duplicate  and  on  the  forms  supplied  by  this  bureau  must  accom¬ 
pany  each  completed  delivery.  In  the  case  of  partial  deliveries,  a  memorandum  list  or  delivery  slip  must  accompany  each  partial 
delivery,  and  invoices  in  duplicate  must  accompany  the  last  delivery. 


Organization 

Expenditure 

Allotment 

Job  or 

Symbol, 

Account, 

Account, 

Process, 

Object  Symbol. 


Class. 


Specification. 


Catalogue 
or  List. 


Articles  cr  Services. 


Quantity. 


Unit. 


Price. 


Amount. 


Upon  delivery  of  goods  or  completion  of  services,  you  should  fill  out  voucher  and  invoice  and  sign  the  accompanying  voucher 
and  forward  it  to  the  office  of  this  bureau. 


(Title.)  , 


VENDOR’S  COPY. 


This  copy  of  the  order  is  to  be  retained  by  the -vendor. 


Form  17a. 


Department  of  the  Interior, 

U.  8.  INDIAN  SERVICE. 


PURCHASE  ORDER. 

Date, _ _ 


PURCHASE  ORDER 
No . 


,  191 


Messrs 


Organization 

Expenditure 

[  Allotment 

Job  or 

Symbol, 

Account, 

Account, 

Process, 

Please  furnish  and  deliver  the  following  to. 


dJehX?ry;  In  the  case  of  partial  deliveries,  a  memorandum  list  or  delivery  slip  must  accompany  each  partial  delivery,  and 


invoices  in  duplicate  must  accompany  the  last  delivery. 


Class.  Specification. 


Catalogue 
or  List 


Articles  or  Services. 


Quantity.  |  Unit. 


Price. 


Amount. 


I  hereby  certify  upon  my  own  personal  knowledge  that  this  order  is  authorized  by  a  properly  executed  and  approved  requisition 

on  file  in  this  office  to  which  is  attached  a  certificate  that  the  articles  or  services  are  necessary  and  are  covered  by  authority  No . 

dated . ;  and  that  this  order  is  issued  in  accordance  with  the  methods  of  purchase  indicated  on  the  reverse 

hereof,  the  bids  secured  and  registered  in  this  office  being  hereto  attached. 


(Title.) 


Requisition  No. 
Contract  No.. . . 


Invoice  No . 

Voucher  approved . ,  191 

Voucher  No . 


AUDITOR’S  COPY. 


This  copy  must  be  sent  to  accounting  office  on  the  day  the  vendor’s  copy  is  issued. 


Form  I7l>. 


Department  of  the  Interior, 

U.  S.  INDIAN  SERVICE.  PL  RCIIASL  ORDER. 


PURCHASE  ORDER 
No . 


Date 


Messrs. 


,  191 


Please  furnish  and  deliver  the  following:  to 


All  goods  to  be  delivered  on  or  before .  „„  ,  >•„  ,  *  .. 

agreed,  which  include  delivery  charges  to  place  designated,  invoices  in  duplicate  and  on  the  forms  supplied  bv  this  Bureai/must 
accompany  each  completed  delivery.  In  the  case  of  partial  deliveries,  a  memorandum  list  or  delivery  slip  must  a  cc«im  any  each  partk 
delivery,  and  invoices  in  duplicate  must  accompany  the  last  delivery.  1  p  y  e  pariiai 


Organization 

Symbol, 


Expenditure 

Account, 


Allotment 

Account, 


Object  Symbol. 

Catalogue 

Class.  Specification. 

or  list. 

Job  or 
Process, 


Articles  or  Services. 


Quantity.  Unit. 


Price. 


Amount. 


I  hereby  certify  upon  my  own  personal  knowledge  that  this  order  is  authorized  by  a  properly  executed  and  approved  requisition 

on  file  in  this  office  to  which  is  attached  a  certificate  that  the  articles  or  services  are  necessary  and  are  covered  by  authority  No . 

dated . ;  and  that  this  order  is  issued  in  accordance  with  the  methods  of  purchase  indicated  on  the  reverse 

hereof,  the  bids  secured  and  registered  in  this  office  being  hereto  attached. 


(Title.) 


Requisition  No. 
Contract  No. . . . 


Invoice  No . 

Invoice  received, . .  191 

Voucher  No . 


ACCOUNTING  OFFICE  COPY. 


This  copy  must  be  retained  in  the  accounting  office  and  filed  with  the  invoice. 


Form  17c. 


Department  of  the  Interior, 

IT.  S.  INDIAN  SERVICE. 

PURCHASE  ORDER. 

Date, . . 

Messrs. _ 


PURCHASE  ORDER 
No . 


,  191 


Please  furnish  and  deliver  the  following  to 


All  goods  to  be  delivered  on  or  before .  u-n  a  •  ,  ... 

include  delivery  charges  to  place  designated.  Invoices  made  in  duplicate  and  on' the  form  supplied  b£ 

each  completed  delivery.  In  the  case  of  partial  deliveries  a  memorandum  list  or  delivery  riipm^aS^Si^StiSdeUw^ 
and  invoices  in  duplicate  must  accompany  the  last  delivery.  *  4  accompany  eacn  partial  delivery, 


Organization 

Symbol, 

Expenditure 

Account, 

Allotment 

Account, 

Job  or 
Process, 

Object  Symbol. 

Catalogue 
or  list  No. 

Articles  or  Services. 

-  - 

Class.  Specification. 

Quantity. 

Unit.  Price. 

Amount. 

If  goods  arc  delivered  without  an  invoice  they  must  not  be  received  except  in  cases  of  emergency.  If  an  emergency  exists  and  the 
troods  are  received,  the  person  receiving  them  must  make  a  memorandum  invoice  in  duplicate  and  state  thereon  the  emergency 
which  caused  such  action  to  be  taken.  Information  relative  to  partial  deliveries  will  be  entered  on  the  reverse  side. 


(Title.) 


ADVICE  TO 
REQUISITIONER 
OF  GOODS. 


Upon  receipt  of  goods  this  copy  of  the  order  must  be  returned  to  the  purchasing  agent. 


Form  I7cl. 


Department  of  the  Interior, 

PURCHASE  ORDER 

U.  S.  INDIAN  SERVICE, 

No . 

PURCHASE  ORDER. 

Messrs. _  _ 

Bate,  _ _ _ 

_ ,191 

Please  furnish  and  deliver  the  following  to _ 

All  goods  to  be  delivered  on  or  before . ,  and  are  to  be  billed  at  the  prices  agreed,  which 

include  delivery  charges  to  place  designated.  Invoices  made  in  duplicate  and  on  the  forms  supplied  by  this  bureau  must  accompany 
each  completed  delivery.  In  the  case  of  partial  deliveries  a  memorandum  list  or  delivery  slip  must  accompany  each  partial  delivery, 
and  invoices  in  duplicate  must  accompany  the  last  delivery. 

Organization  Expenditure 

Symbol,  ;  Account, 

Allotment 

Account, 

Job 

Process, 

Object  Symbol. 


Class. 


Specification . 


Catalogue 
or  list. 


Articles  or  Services. 


Quantity. 


Unit. 


Price. 


Amount. 


Requisition  No. 
Contract  No.  . . . 


PURCHASING  AGENT’S  COPY. 


This  copy  of  the  order  is  to  be  retained  by  the  purchasing  agent  in  a  temporary  file  until  the  requisitioner’s  copy  is  received. 


Form  17e. 


STOCK  CARD. 

Article _ _ _ 

Object  Symbol, 

Maximum, 

Class, 

Unit _ _ _ _ _ _  _ _ 

Spec. 

Minimum, 

Req. 

No. 

Organization. 

Unit  Delivered. 

Price. 

Price. 

Inventory. 

Quantity  Received. 

Quantity  Issued. 

Quantity  Received.  | 

Quantity  Issued. 

Quantity. 

Amount. 

Form  18 


Department  of  the  Interior, 

U.  S.  INDIAN  OFFICE. 


ADMINISTRATIVE. 


Name _ _ 

Employee’s  Account  No 
Organization  Symbol _ 


DAILY  TIME  REPORT. 

ABSENCE. 

- -  Date. . 

. . .  Per  Annum  Rate,  $ 

-  Service  Class _ 


Job. 

Process. 

Character  of  Work. 

Time. 

Rate. 

Amount. 

Annual  Leave . 

Sick  Leave . 

Leave  Without  Pay. 


Form  19a.  (6  by  4  inches.) 


Department  of  the  Interior, 

U.  S.  INDIAN  SERVICE. 

DAILY  TIME  REPORT. 

Name. . . . . .  Date . . . 

Employee’s  Account  No . . .  Per  Annum  Rate,  $ 


Organization  Symbol _ _ _  Service  Class . . 

Job. 

Process. 

Character  of  Work. 

Time. 

Rate. 

Amount. 

* 

Form  19b.  (To  be  printed  on  card  of  different  color  from  that  used  for  Form  19a.) 


Indian  Office. 
Requisition  No. 


DEPARTMENT  OF  THE  INTERIOR, 


Washington,  D.  C., _ _ _ _  19 


The  Secretary  of  the  Treasury: 

Please  cause  an  accountable  warrant  to  be  issued  for 


dollars 


and -  cents  ($. 

priations,  to  be  placed  with  the 


■  -),  payable  out  of  the  hereinafter  designated  appro- 


under  bond  of  . . . . . ,  19 _ ,  for 

He  reports  a  balance  of  $ _  on  band _ 


. . ,  19 . 


First  Asst.  Secretary. 


TREASURY  DEPARTMENT. 


Balance  due  the  United  States,  $ . 


Chief,  Division  of  Bookkeeping  and  Warrants. 


Approved 


. ,  19 _ ,  in  the  sum  of 


Auditor  for  the  Interior  Department. 

FOR  APPROPRIATIONS  SEE  REVERSE  SIDE. 


Form  20. 


APPROPRIATIONS. 


No. 


Dollars.  Cents. 


Form  20 — reverse 


t 


PRESIDENT'S  COMMISSION  ON  ECONOMY  AND  EFFICIENCY 


QUESTIONS  TO  BE  ANSWERED 
AND  INSTRUCTIONS  TO  BE  FOLLOWED 

IN  THE  PREPARATION  OF  REPORT  ASKED 
FOR  ON  THE  SUBJECT  OF 

THE  COLLECTION  OF  COST  DATA,  THE 
KEEPING  OF  COST  ACCOUNTS, 
AND  THE  MAKING  OF 
COST  REPORTS 


CIRCULAR  NO.  15 


WASHINGTON 

1911 


°T1- 


INTRODUCTORY  NOTE. 


C'°c 


<3 


In  order  that  a  complete  and  specific  description  of  the  method  and 
procedure  followed  by  each  office,  division,  or  section  of  the  service 
in  the  collection  of  cost  data,  the  keeping  of  cost  accounts,  and  the 
making  of  cost  reports  may  be  obtained,  it  is  desired  that  full  answers 
be  given  to  the  questions  hereinafter  set  forth  so  as  to  show  each 
step  taken,  from  the  preparation  of  the  memorandum  or  document 
on  which  the  data  pertaining  to  costs  is  originally  entered,  through 
the  processes  employed  in  the  assembling,  tfie  compilation,  and  the 
recording  of  this  data,  and  the  preparation  of  summaries  of  accounts 
and  reports.  Special  forms  (Xos.  6  and  6a)  will  be  used  in  answering 
these  questions. 

The  phrase  “office,  division,  or  section”  will  be  interpreted  as 
desired  by  each  administrative  head  of  the  service  to  whom  this 
request  is  sent,  the  purpose  being  to  have  each  office,  division,  or 
section  of  the  service  reported,  and  to  have  the  answers  prepared  and 
the  report  signed  by  persons  who  are  cognizant  of  the  facts. 

In  preparing  the  report  (if  typewritten)  each  question  will  be 
written  in  small  letters  (lower  case)  in  the  column  bearing  the  title 
“Question,”  the  general  group  or  class  under  which  the  question  is 
listed  in  this  circular  being  written  in  capitals  or  underscored. 

The  answer  will  be  written  in  the  column  bearing  the  caption 
“Answer,”  and  the  first  line  of  the  answer  will  be  begun  opposite  the 
first  line  of  the  question  to  which  answer  is  given. 

Exhibit  A  is  an  illustration  of  the  form  to  be  followed  in  preparing 
the  answers  to  questions  la  to  1/  under  the  heading  “Collection 
of  data  on  labor  costs  by  means  of  individual  daily  time  or  work 
reports.”  This  will  serve  as  a  guide  in  answering  questions  under 
the  other  headings.  The  questions  and  answers  are  to  be  written 
single  spaced.  Three  spaces  are  to  be  left  between  answers.  A  new 
sheet  will  be  used  in  answering  each  general  group  of  questions  indi¬ 
cated  by  roman  numerals. 

The  report  is  to  be  prepared  in  triplicate  by  carbon  process,  either 
by  the  chief  of  each  office,  division,  or  section  reporting,  or  by  some 
person  who  has  been  designated  to  perform  this  duty  and  who  has 
personal  knowledge  of  the  facts  reported.  In  the  latter  case  both 
the  person  preparing  the  report  and  the  chief  of  the  office,  division, 
or  section  will  sign  the  report.  The  title  or  official  position  of  the 
person  or  persons  signing  the  report  should  be  given. 

The  original  report  is  to  be  sent  to  the  White  House;  the  first  car¬ 
bon  is  to  be  retained  in  the  central  office  of  the  service  reported  on; 
the  second  carbon  is  to  be  retained  by  the  chief  of  the  office,  division, 
or  section  in  which  the  report  is  prepared.  A  “first  sheet”  (Form  6) 
is  to  be  used  as  the  first  page  by  each  office,  division,  or  section  report¬ 
ing;  for  the  pages  following,  “ supplementary  sheets ”  (Form  6a)  will 
be  used. 
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Questions  to  be  Answered  by  Persons  in  Each  Office,  Division,  or 
Section  of  the  Service  who  are  Familiar  with  the  Following 
Groups  or  Classes  of  Processes  Employed  in  the 
Collecting  of  Cost  Data,  the  Keeping  of  Cost 
Accounts,  and  the  Making  of  Cost  Reports. 

I.  Collection  of  Cost  Data — Labor  Costs. 

A.  By  means  of  individual  daily  time  or  work  reports. 

B.  By  means  of  job  tickets. 

C.  By  means  of  original  records  in  working  divisions  or  sections. 

D.  By  means  of  pay  rolls  or  vouchers. 

E.  Supplemental  time  or  work  reports  not  used  as  basis  of  cost  data. 

II.  Collection  of  Cost  Data — Costs  of  Supplies  and  Mate¬ 
rials  and  Services  Other  than  Personal. 

A.  By  means  of  stores  requisitions. 

B.  By  means  of  job  tickets. 

C.  By  means  of  original  records  in  working  divisions  or  sections. 

I).  By  means  of  invoices  or  vouchers. 

E.  Methods  of  accounting  for  supplies  and  materials  issued  but  not  used. 

III.  Compilation  of  Cost  Data — The  Keeping  of  Cost  Records 
and  the  Making  of  Cost  Reports. 

A.  Records  and  files. 

B.  Reports. 

C.  Pay  rolls,  pay  vouchers,  and  miscellaneous  compilations. 

D.  Costs  of  compilation. 

I.  COLLECTION  OF  COST  DATA— LABOR  COSTS. 

A.  Collection  of  Data  on  Labor  Costs  by  Means  of  Individual 
Daily  Time  or  Work  Reports. 

1.  Extent  of  use.1 

a  Are  individual  daily  time  or  work  reports  ren¬ 
dered  which  form  the  basis  for  obtaining  labor 
costs  and  distributing  the  same  to  jobs  or  other 
cost  units  ? 

b  If  any  individual  daily  time  or  work  reports  are 
rendered,  state: 

1)  Number  of  persons  (officials  or  em¬ 

ployees)  in  office,  division,  or  section. 

2)  Number  and  service  class  of  persons  by 

whom  or  for  whom  individual  daily 
time  or  work  reports  are  rendered. 

3)  Number  and  service  class  of  persons  by 

whom  or  for  whom  individual  daily 
time  or  work  reports  are  not  rendered. 
c  If  there  are  any  persons  (officials  or  employees) 
by  whom  or  for  whom  individual  daily  time  or 
work  reports  are  not  rendered,  is  the  attend¬ 
ance  or  absence  of  such  persons  or  the  quantity 
of  work  performed  by  them  reported  daily  or 
more  frequently  by  any  other  means? 

1 II  more  than  one  form  of  individual  daily  time  or  work  report  is  used  for  making  distribution  of  costs 
of  personal  services  to  jobs  or  other  cost  units,  answer  the  following  questions  with  respect  to  each  form 
separately. 
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THE  COLLECTION  AND  COMPILATION  OF  COST  DATA. 


A.  Collection  of  Data  on  Labor  Costs  by  Means  of  Individual 
Daily  Time  or  Work  I  eports — Continued. 

1.  Extent  of  use1— Continued. 

d  If  individual  daily  time  or  work  reports  are 
rendered,  is  a  standard  form,  furnished  or  pre¬ 
scribed  by  the  central  office  of  the  bureau  or 
department,  used? 

e  If  so,  attach  form  filled  out  to  illustrate  use,  and 
give  exhibit  number. 

/  Is  a  special  form  of  individual  daily  time  or  work 
report  used  ? 

g  If  so,  attach  form  filled  out  to  illustrate  use,  and 
give  exhibit  number. 

h  Is  the  time  or  work  of  any  employees  reported 
both  on  the  standard  form  and  on  a  special 
form  ? 

i  If  the  time  or  work  of  any  employees  is  reported 
both  on  the  standard  and  on  a  special  form,  give 
number  and  service  class  of  persons  so  reported. 


2.  Time  of  preparation  and  period  covered.1 

a  At  what  time  of  day  are  reports  prepared,  and 
what  period  do  they  cover  ? 
b  If  the  period  covered  is  other  than  the  official 
day,  state  reasons  why  it  should  not  be  made 
to  coincide  with  the  official  day. 


3.  Designation  of  work  performed.1 

a  Indicate  the  method  of  designating  on  reports  the 
work  performed. 

1)  By  written  description. 

2)  By  numerical  or  other  code  symbol. 

3)  By  both  written  description  and  numer¬ 

ical  or  code  symbol. 

b  In  case  symbols  are  used  give  outline  or  plan  of 
system  of  symbols. 

c  Do  individual  employees  determine  for  themselves 
the  names  or  symbols  which  they  use  in  report¬ 
ing  their  own  work  ? 

d  Give  title  and  official  position  of  persons  in  admin¬ 
istrative  positions  who  determine  the  names  or 
symbols  to  be  used  by  employees  in  reporting 
their  work. 

e  Is  the  central  office  of  the  bureau  or  department 
consulted  in  determining  the  designation  to  be 
given  to  new  work  ? 

1 II  more  than  one  form  of  individual  daily  time  or  work  report  is  used  for  making  distribution  of  costs 
of  personal  services  to  jobs  or  other  cost  units,  answer  the  following  questions  with  respect  to  each  form 
separately. 


THE  COLLECTION  AND  COMPILATION  OF  COST  DATA. 
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A.  Collection  of  Data  on  Labor  Costs  by  Means  of  Individual 
Daily  Time  or  Work  Reports — Continued. 

4.  Preparation  by  persons  other  than  employees  reported.1 

a  Preparation  wholly  by  persons  other  than  em¬ 
ployees  reported. 

1)  Are  there  any  instances  in  which  reports 
are  prepared  wholly  by  persons  other 
than  employees  reported? 

2)  Give  names  of  persons  so  preparing  re¬ 
ports,  and,  with  respect  to  each,  state: : 

a)  Title. 
h)  Salary. 

c)  Official  relation  to  employees  re¬ 
ported. 

d)  Estimated  average  time  per  day 
required  to  prepare  reports. 

e)  Employees  reported: 

(1)  Number. 

(2)  Service  class. 

(3)  Occupation,  when  not 
suggested  by  service 
class. 

/)  Reason  for  practice. 

b  Preparation  in  part  by  persons  other  than  em¬ 
ployees  reported: 

1 )  Are  there  any  instances  in  which  reports 
are  prepared  in  part  by  persons  other 
than  employees  reported  ? 

2)  Give  names  of  persons  so  preparing  re¬ 
ports,  and,  with  respect  to  each,  state: 

a)  Title. 

b)  Salary. 

c)  Official  relation  to  employees  re¬ 
ported. 

d)  Estimated  average  time  per  day 
required  to  prepare  reports. 

e)  Employees  reported : 

(1)  Number. 

(2)  Service  class. 

(3)  Occupation,  when  not 
suggested  by  service 
class. 

/)  Reason  for  practice. 


5.  Verification.1 

a  Bv  persons  in  positions  of  immediate  supervision. 

1)  To  what  extent  or  in  what  particulars 
are  reports  verified  and  corrected  by 
persons  in  positions  of  immediate  su¬ 
pervision,  i.  e.,  section  chiefs,  subsec¬ 
tion  chiefs,  etc.  ? 


i  If  more  than  one  form  of  individual  daily  time  or  work  report  is  used  fqr  making  distribution  of  costs 
of  personal  services  to  jobs  or  other  cost  units,  answer  the  following  questions  with  respect  to  each  form 
separately. 
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A.  Collection  of  Data  on  Labor  Costs  by  Means  of  Individual 
Daily  Time  or  Work  Reports — Continued. 

5.  Verification  1 — Continued. 

a  Verification  by  persons  in  positions  of  immediate 
supervision — Continued. 

2)  If  reports  are  verified  by  persons  in  posi¬ 

tions  of  immediate  supervision,  give 
opposite  the  name  of  each : 

a)  Title. 

b)  Salary. 

c)  Official  relation  to  employees 

reported. 

d )  Estimated  average  time  spent 

each  day  in  such  verification 
and  correction. 

3)  Is  the  time  spent  by  persons  in  positions 

of  immediate  supervision  (section 
chiefs,  subsection  chiefs,  etc.)  in  veri¬ 
fying  and  correcting  reports  time 
which  would  otherwise  be  spent  in 
productive  work  ? 

4)  Are  persons  in  positions  of  immediate 

supervision  (section  chiefs,  subsec¬ 
tion  chiefs,  etc.)  provided  with  infor¬ 
mation  sufficient  to  enable  them  to 
verify  and  correct  reports  ? 

5)  What  method,  if  any,  is  employed  by 

persons  in  positions  of  immediate 
supervision  (section  chiefs,  subsec¬ 
tion  chiefs,  etc.)  for  discovering  omis¬ 
sions  of  or  inaccuracies  in  reports? 

a)  Clerical  inaccuracies. 

b)  Misstatements  of  fact  as  to 

work  done  or  time  reported. 

c )  Omissions  of  reports. 

6)  If  persons  in  positions  of  immediate 

supervision  (section  chiefs,  subsec¬ 
tion  chiefs,  etc.)  are  not  responsible 
for  the  accuracy  of  reports,  give 
reasons  why  they  have  not  been  so 
held  in  the  past  or  why  they  should 
not  be  held  responsible  in  the  future. 

b  Verification  by  persons  in  intermediate  positions. 

1)  To  what  extent  or  in  what  particulars 
are  daily  time  reports  verified  and 
corrected  by  persons  in  positions  of 
intermediate  responsibility  ?  (That  is, 
holding  positions  between  those  in 
immediate  supervision  and  the  head 
of  the  central  office  of  the  division.) 

1  If  more  than  one  form  of  individual  daily  time  or  work  report  is  used  for  making  distribution  of  costs 
of  personal  services  to  jobs  or  other  cost  units,  answer  the  following  questions  with  respect  to  each  form 
separately. 
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A.  Collection  of  Data  on  Labor  Costs  by  Means  of  Individual 
Daily  Time  or  Work  Reports — Continued. 

5.  Verification  1 — Continued. 

b  Verification  by  persons  in  intermediate  position's — 
Continued. 

2)  If  there  is  such  an  intermediate  verifica¬ 
tion  and  correction,  give  the  name  of 
each  person  so  employed,  and  with 
respect  to  each: 

a)  Give: 

(1)  Title. 

(2)  Salary. 

(3)  Official  relation  to  em¬ 

ployees  whose  reports 
are  verified. 

(4)  Average  time  spent  each 

day  in  such  verification 
and  correction. 

b)  State  whether  the  time  spent  in 

this  intermediate  verification 
and  correction  is  time  which 
otherwise  would  be  spent  in 
productive  work. 

c)  If  the  time  thus  spent  in  veri¬ 

fication  and  correction  does 
not  involve  a  loss  of  time  on 
productive  work,  state  the 
other  duties  of  the  persons  by 
whom  reports  are  verified  ancl 
corrected. 

c  Verification  in  office  of  division. 

1)  To  what  extent  or  in  what  particulars 

are  reports  verified  and  corrected  by 
or  in  the  office  of  the  division  ? 

2)  Give  detailed  procedure  for  each  item 

or  process  of  verification. 

3)  Describe  in  detail  the  process  of  assem¬ 

bling  reports  and  preparing  invoices 
or  transmittal  slips. 

4)  Give  names  of  persons  engaged  in  veri¬ 

fying  and  assembling  and  invoicing 
reports  in  the  division  office,  and 
opposite  each  name  give: 

a)  Title. 

b)  Salary. 

c )  Estimated  average  number  of 

reports  prepared  in  division. 

d)  Estimated  average  number  of 

reports  verified. 

1 II  more  than  one  form  of  individual  daily  lime  or  work  report  is  used  for  making  distribution  of  costs 
of  personal  services  to  jobs  or  other  cost  units,  answer  the  following  questions  with  respect  to  each  form 
separately. 
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A.  Collection  of  Data  on  Labor  Costs  by  Means  of  Individual 

Daily  Time  or  Work  Reports — Continued. 

5.  Verification  1 — Continued. 

c  Verification  in  office  of  division — Continued. 

4)  Give  names  of  persons  engaged  in  veri¬ 
fying  and  assembling,  etc. — Contd. 
e)  Estimated  average  time  per  day 
required  for  verification  and 
for  preparation  of  invoices 
or  transmittal  slips. 

/)  Estimated  average  time  per  day 
required  for  assembling  and 
invoicing  reports. 

d  Verification  in  central  office  of  bureau. 

1)  To  what  extent  or  in  what  particulars 

are  reports  verified  and  corrected  in 
the  central  office  of  the  bureau  or 
department  ? 

2)  Give  detailed  procedure  for  each  item 

or  process  of  verification. 

3)  Give  names  of  persons  and  opposite  each 

name  state: 

a )  Salary. 

b)  Estimated  average  time  per  day 

so  employed. 

B.  Collection  of  Data  on  Labor  Costs  by  Means  of  Job  Tickets. 

1.  Are  job  tickets  used  in  the  office,  division,  or  section? 

2.  If  so,  do  they  show  distribution  of  labor  to  jobs  or  other 

cost  units  ? 

3.  If  job  tickets  are  used,  attach  form  filled  out  to  illustrate 

use,  and  describe  fully  the  procedure  followed  in  rela¬ 
tion  to  the  following  subjects: 
a  By  whom  is  ticket  originally  made  out  or  initiated? 
b  By  whom  are  the  cost  data  entered? 
c  Time  of  entry  of  cost  data  on  ticket. 
d  Does  the  ticket  follow  the  job  until  completed? 

Give  method  of  transmission. 
e  To  whom  returned. 

/  Other  information  necessary  to  a  complete  under¬ 
standing  of  process. 

4.  If  job  tickets  are  used,  state  number  and  service  class 

of  employees  using  job  tickets  and  the  ratio  of  the 
number  of  such  employees  to  the  whole  number  of 
employees  in  the  office,  division,  or  section. 

C.  Collection  of  Data  on  Labor  Costs  by  Means  of  Original 

Records  in  Work  Divisions  or  Sections. 

1 .  Is  there  any  attempt  made  in  work  divisions  or  sections 
(as  distinguished  from  offices)  to  keep  records  or  ac¬ 
counts  of  the  labor  distribution  to  jobs  or  cost  units. 


1  If  more  than  one  form  of  individual  daily  time  or  work  report  is  used  for  making  distribution  of  costs 
of  personal  services  to  jobs  or  other  cost  units,  answer  the  following  questions  jvith  respect  to  each  form 
separately . 
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C.  Collection  of  Data  on  Labor  Costs  by  Means  of  Original 

Records  in  Work  Divisions  or  Sections — Continued. 

» 

2.  If  such  account  is  kept  in  the  work  divisions  or  sections, 

state  how,  and  illustrate. 

3.  If  any  persons,  other  than  job-work  employees,  are  en¬ 

gaged  in  the  preparation  and  verification  of  records  or 
reports  in  the  work  divisions  or  sections  showing  distri¬ 
bution  to  jobs  or  cost  units,  give  names,  and  opposite 
each  name  give : 
a  Title. 
b  Salary. 

c  Estimated  average  time  per  day  so  employed. 
d  Estimated  cost  per  month. 

4.  How  are  such  records  verified? 

5.  Are  reports  or  summaries  prepared  from  such  accounts? 

6.  If  reports  or  summaries  are  prepared  in  work  divisions, 

state  for  what  purpose  and  to  whom  rendered — also 
illustrate  by  appending  copy  of  same. 

7.  If  no  reports  or  summaries  are  prepared,  are  the  records 

or  accounts  themselves  rendered?  If  so,  to  whom? 

D.  Collection  of  Data  on  Labor  Costs  by  Means  of  Pay  Rolls 

or  Vouchers. 

1.  Are  any  labor  costs  charged  to  jobs  or  cost  units  on  or 

from  pay  rolls  or  vouchers? 

2.  If  so,  are  records  of  same  made  in  work  divisions  or 

sections? 

3.  If  records  of  cost  are  prepared  in  work  divisions  from 

pay  rolls  or  vouchers,  describe  the  practice,  and  illus¬ 
trate. 

4.  If  such  records  are  made  by  others  than  persons  employed 

on  jobs,  give  names  and  titles;  and  if  the  work  involved 
is  not  made  a  part  of  the  estimate  of  time  and  cost  of 
preparing  records  hereinbefore  described,  state  opposite 
each  name : 
a  Salary. 

b  Estimated  daily  average  of  time  required. 

E.  Collection  of  Cost  Data — Supplemental  Time  or  Work 

Reports  Not  Used  as  a  Basis  for  Cost  Data. 

1.  Prepared  by  employees  reported. 

a  In  addition  to  individual  daily  time  or  work  reports 
or  other  reports  used  for  obtaining  cost  data, 
are  there  any  reports  as  to  time  or  work  of 
individual  employees  made  out  by  employees 
themselves  ? 

b  If  so,  list  them  under  the  following  classification: 

1)  Reports  on  attendance. 

2)  Reports  on  absence. 

3)  Reports  on  work  performed. 

4)  Other  reports. 

c  With  respect  to  each  report  listed  describe  pur¬ 
pose  and  use,  and  support  same  by  copy  of 
illustrated  form. 


12 


THE  COLLECTION  AND  COMPILATION  OF  COST  DATA. 


E.  Collection  of  Cost  Data — Supplemental  Time  or  Work 
Reports  Not  Used  as  a  Basis  for  Cost  Data — Continued. 

2.  Prepared  by  persons  in  supervisory  relation  to  employees 
reported. 

a  In  addition  to  individual  daily  time  or  work  reports 
or  other  reports  used  for  obtaining  cost  data, 
are  there  any  reports  as  to  time  or  work  of 
individual  employees  made  out  by  persons  in 
positions  of  immediate  supervision  ? 

b  If  so,  list  them  under  the  following  classification: 

1)  Reports  on  attendance. 

2)  Reports  on  absence. 

3)  Reports  on  work  performed. 

4)  Other  reports. 

c  With  respect  to  each  report  listed,  describe  pur¬ 
pose  and  use,  and  support  same  by  copy  of 
illustrated  form. 

d  Give  names  of  persons  preparing  such  reports  and 
opposite  each  name  state: 

1)  The  report  prepared  or  on  which  service 

is  rendered. 

2)  Title. 

3)  Salary. 

4)  Estimated  average  time  required  each 

day. 

5)  Number  of  persons  for  whom  reports  are 

prepared. 

6)  Number  of  originals. 

7)  Number  of  carbon  copies. 


II.  COLLECTION  OF  DATA— COSTS  OF  SUPPLIES  AND  MATERIALS  AND 

SERVICES  OTHER  THAN  PERSONAL. 

A.  Collection  of  Data  on  Costs  of  Supplies  and  Materials 
by  Means  of  Stores  Requisitions. 

1.  Extent  of  use. 

a  Are  all  supplies  and  materials  obtained  from  stores 
by  means  of  written  requisitions  showing  dis¬ 
tribution  to  jobs  or  cost  units? 

b  If  not,  are  any  supplies  and  materials  obtained 
from  stores  by  means  of  written  requisitions 
showing  distribution  to  jobs  or  cost  units? 

c  If  stores  requisitions  showing  distribution  to  jobs 
or  cost  units  are  used  for  obtaining  some  but 
not  all  stores,  state  method  of  obtaining  stores 
other  than  by  means  of  requisition  showing  jobs 
or  cost  units,  and  attach  copy  of  form  or  forms 
used. 

d  If  stores  requisitions  showing  distribution  to  jobs 
or  cost  units  are  used  for  obtaining  some  but  not 
all  supplies  and  materials,  give  estimated  propor¬ 
tion  of  value  of  stores  received  on  requisitions 
showing  jobs  or  cost  units  to  entire  value  of 
stores  received. 

e  Give  number  of  copies  of  each  stores  requisition 
made  and  destination  of  each  copy. 

/  Attach  form  of  stores  requisitions,  filled  out  to 
illustrate  use. 

2.  Preparation  by  employees  for  their  individual  work  needs. 

a  Are  requisitions  on  stores  prepared  by  employees 
for  their  individual  work  needs  ? 

b  If  not,  what  means  do  individual  employees  use 
to  indicate  supplies  or  materials  needed  ? 

c  If  requisitions  on  stores  are  made  by  employees 
for  their  individual  work  needs,  are  there  any 
regulations  governing  the  frequency  of  making 
requisitions  ? 

d  Are  there  any  regulations  governing  the  quantity 
of  stores  which  may  be  requisitioned  by  indi¬ 
vidual  employees  at  one  time,  or  within  a 
stated  period  ? 

3.  Preparation  by  persons  in  administrative  capacities. 

a  Do  persons  in  administrative  capacities  make 
requisitions  on  stores  for  supplies  or  materials 
for  persons  other  than  themselves  ? 
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A.  Collection  of  Data  on  Costs  of  Supplies  and  Materials 
by  Means  of  Stores  Requisitions — Continued. 

3.  Preparation  by  persons  in  administrative  capacities — Contd. 

b  Give  list  of  persons  in  administrative  capacities 
who  make  requisitions  on  stores  for  persons 
other  than  themselves,  and  with  respect  to  each 
person  so  listed  state: 

1)  Service  title. 

2)  Salary. 

3)  Official  relation  of  persons  for  whom  requi¬ 

sitions  are  prepared. 

'  4)  Service  class  or  occupation  of  persons  for 
whom  requisitions  are  prepared,  and  the 
number  of  persons  in  each  class  or  occu¬ 
pation. 

5)  Means  employed  to  ascertain  the  supplies 

or  materials  needed. 

6)  Extent  to  which,  if  at  all,  requests  of  indi¬ 

vidual  employees  are  changed  or  disal¬ 
lowed. 

4.  Verification  and  approval  of  stores  requisitions  prepared  by 

employees  for  their  individual  work  needs. 

a  Are  all  stores  requisitions  made  by  employees  for 
their  individual  work  needs  verified  or  approved 
before  being  presented  to  stores? 
b  If  not,  are  any  stores  requisitions  made  by  em¬ 
ployees  for  their  individual  work  needs  verified 
or  approved  before  being  presented  to  stores  ? 
c  If  any  stores  requisitions  made  by  emplo}’ees  for 
their  individual  work  needs  are  verified  or 
approved  before  being  presented  to  stores, 
give  list  of  persons  who  verify  or  approve  such 
stores  requisitions,  and  with  respect  to  each 
state : 

1)  Service  title. 

2)  Salary. 

3)  Official  relation  to  persons  whose  stores 
requisitions  are  verified  or  approved. 

4)  Service  class  or  occupation  of  persons 
whose  stores  requisitions  are  verified 
or  approved,  and  the  number  of  per¬ 
sons  in  each  class  or  occupation. 

5)  Estimated  average  number  of  stores  re¬ 
quisitions  verified  or  approved  per  day. 

6)  Estimated  average  number  of  items  on 
each  requisition. 

7)  Estimated  average  time  per  day  re¬ 
quired  to  verify  or  approve  stores 
requisitions. 
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A.  Collection  of  Data  on  Costs  of  Supplies  and  Materials 
by  Means  of  Stores  Requisitions— Continued. 

5.  Verification  and  approval  of  stores  requisitions  prepared  by 
officials  or  employees  in  administrative  capacities  for  per¬ 
sons  other  than  themselves. 

a  Are  all  stores  requisitions  prepared  by  officials  or 
employees  in  administrative  capacities  for  per¬ 
sons  other  than  themselves  verified  or  approved 
before  being  presented  to  stores  ? 
b  If  not,  are  any  stores  requisitions  prepared  by 
officials  or  employees  in  administrative  capaci¬ 
ties  for  persons  other  than  themselves  verified 
or  approved  before  being  presented  to  stores? 
c  If  any  stores  requisitions  made  by  officials  or  em¬ 
ployees  in  administrative  capacities  for  persons 
other  than  themselves  are  verified  or  approved 
before  being  presented  to  stores,  give  list  of  per¬ 
sons  who  verify  or  approve  such  stores  requisi¬ 
tions,  and  with  respect  to  each  state: 

1)  Service  class. 

2)  Salary. 

3)  Official  relation  to  persons  whose  stores 

requisitions  are  verified  or  approved. 

4)  Estimated  average  number  of  stores  re¬ 

quisitions  verified  or  approved  per  day. 

5)  Estimated  average  number  of  items  on 

each  requisition  verified  or  approved. 

6)  Estimated  average  time  per  day  spent 

in  verification  or  approval. 


B.  Collection  of  Data  on  Costs  of  Supplies,  Materials,  and 
Services  Other  than  Personal  by  Means  of  Job  Tickets. 

1.  Are  job  tickets  used  in  the  office,  division,  or  section? 

2.  If  so,  do  they  show  distribution  of  supplies,  materials,  and 

services  other  than  personal,  or  any  of  them,  to  jobs 
or  other  cost  units  ? 

3.  If  job  tickets  are  used,  attach  form  with  illustrative  en¬ 

tries  and  answer  the  following  questions  with  reference 
to  procedure  of  use: 

a  By  whom  is  ticket  originally  made  out  or  initiated  ? 
b  By  whom  are  cost  data  entered? 
c  At  what  time  are  cost  data  entered? 
d  Does  the  ticket  follow  the  job  until  completed? 

What  is  the  method  of  transmission? 
e  To  whom  is  ticket  rendered? 

f  Other  information  necessarj7'  to  a  complete  under¬ 
standing  of  procedure. 

4.  What  proportion  of  costs  of  supplies  and  materials  used 

in  tire  office,  division,  or  section  are  charged  to  jobs  or 
other  cost  units  on  job  tickets? 
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G.  Collection  of  Data  on  Costs  of  Supplies,  Materials,  and 
Services  Other  Than  Personal  by  Means  of  Original 
Records  in  Work  Divisions  or  Sections. 

1.  Is  any  attempt  made  in  work  divisions  or  sections  (as 

distinguished  from  offices)  to  keep  records  or  accounts 
of  supplies  and  materials  received  and  of  the  amounts 
actually  distributed  to  jobs  or  cost  units  ? 

2.  If  such  records  or  accounts  are  kept  in  the  work  divisions 

or  sections,  state  how,  and  illustrate. 

3.  If  any  persons,  other  than  job-work  employees,  are  en¬ 

gaged  in  the  preparation  and  verification  of  reports  in 
the  work  divisions  or  sections  showing  distribution 
to  jobs  or  cost  units,  give  list  of  such  persons,  and 
with  respect  to  each,  state: 
a  Title. 
b  Salary. 

c  Estimated  average  time  per  day  so  employed. 
d  Estimated  cost  per  month. 

4.  How  are  such  records  verified  in  work  divisions  or  sec¬ 

tions  ? 

D.  Collection  of  Data  on  Costs  of  Supplies,  Materials,  and 
Services  Other  than  Personal  by  Means  of  Invoices  or 
Vouchers. 

1.  Are  supplies,  materials,  and  services  other  than  personal, 

or  any  of  them,  charged  to  jobs  or  cost  units  on  or  from 
invoices  or  vouchers  ? 

2.  If  so,  are  records  of  same  made  in  work  divisions  or 

sections  ? 

3.  If  records  of  cost  are  prepared  in  work  divisions  from 

invoices  or  vouchers,  describe  the  practice,  and  illus¬ 
trate. 

4.  If  such  records  are  made  by  others  than  persons  employed 

on  jobs,  give  names  and  titles;  and  if  the  work  involved 
is  not  made  a  part  of  the  estimate  of  time  and  cost  of 

Saring  records  hereinbefore  described,  state  opposite 
name : 
a  Salary. 

b  Estimated  daily  average  of  time  recpiired. 

5.  What  proportion  of  cost  of  all  supplies  and  materials 
used  are  charged  to  jobs  or  cost  units  on  or  from  in¬ 
voices  or  vouchers? 

E.  Collection  of  Cost  Data — Methods  of  Accounting  for 
Supplies  and  Materials  Issued  but  not  Used. 

1.  Are  supplies  and  materials  issued  but  not  used  accounted 

for  ? 

2.  If  supplies  and  materials  issued  but  not  used  are  ac¬ 
counted  for,  state  if  the  method  is: 
a  By  return  to  stores  with  report. 
b  By  return  to  stores  without  report. 
c  By  report  without  return  to  stores. 
d  By  other  procedure.  Describe. 
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E.  Collection  of  Cost  Data — Methods  of  Accounting  for 
Supplies  and  Materials  Issued  but  not  Used — Continued. 

3.  Is  there  any  method  in  use  of  accounting  for  supplies 

and  materials  lost  or  destroyed  subsequent  to  issue 
from  stores? 

4.  If  so,  describe  the  method,  and  attach  copy  of  forms 

used,  with  illustrative  entries. 

5.  Is  there  any  method  in  use  for  accounting  for  supplies 

and  materials  which  are  spoiled  subsequent  to  issue 
from  stores  ? 

6.  If  so,  furnish  copy  of  forms  used,  with  illustrative  entries, 

and  state  if  the  method  of  accounting  for  spoiled  sup¬ 
plies  and  materials  is: 

a  By  return  of  spoiled  supplies  and  materials  to 
stores  with  report. 

b  By  return  of  spoiled  supplies  and  materials  to 
stores  without  report. 

c  By  report  without  return  to  stores  of  supplies  and 
materials  spoiled. 
d  By  other  procedure.  Describe. 


ID.  COMPILATION  OF  COST  DATA— THE  KEEPING  OF  COST  RECORDS 
AND  THE  MAKING  OF  COST  REPORTS. 

A.  Records  and  Files. 

1.  Give  name  and  attach  illustrative  copy  of  each  class  of 

documents  or  reports  coming  to  or  filed  in  the  office, 

and  with  respect  to  each  give: 
a  Name  of  division  or  section  where  it  is  prepared,  or 
in  which  it  originates. 
b  Reference  to  exhibit. 

2.  Give  names  of  all  records  kept  in  the  office,  classified 

under  four  headings,  as  follows: 

a  Indexes  or  registers,  i.  e.,  records  in  which  docu¬ 
ments  are  listed  chronologically  as  received,  by 

classes. 

b  Detail  ledgers,  i.  e.,  records  to  which  the  account¬ 
ing  data  contained  in  documents  and  reports  are 
posted  to  detail  accounts,  either  directly  or 
through  journals. 

c  General  ledger  and  journal  or  journal  vouchers. 

3.  Under  the  name  of  each  register  listed  above  give  the  fol¬ 

lowing  information : 

a  Name  of  each  class  of  documents  or  reports  regis¬ 
tered  therein. 

b  Illustration  of  the  entry  made. 
c  Estimated  or  actual  number  of  documents  or  re¬ 
ports  registered  each  year. 
d  Estimated  average  number  of  documents  or  re¬ 
ports  registered  each  month. 
e  The  largest  number  registered  each  month.  State 
whether  estimated  or  actual. 

/  The  largest  number  registered  each  week.  State 
whether  estimated  or  actual. 
g  The  largest  number  registered  each  day.  State 
whether  estimated  or  actual. 

7i  The  smallest  number  registered  each  month.  State 
whether  estimated  or  actual. 
i  The  smallest  number  registered  each  week.  State 
whether  estimated  or  actual. 
j  The  smallest  number  registered  each  day.  State 
whether  estimated  or  actual. 

4.  Under  the  name  of  each  detail  ledger  listed  above  give 

the  following  information: 
a  Class  or  character  of  data  posted. 
b  The  names  of  documents  or  reports  from  which  the 
data  so  posted  is  obtained. 
c  Illustration  of  the  entry  made. 
d  Copy  of  trial  balance  showing  outline  of  accounts 
with  totals  and  balances  as  of  a  date  specified. 
e  Estimated  average  number  of  postings  made  each 
month. 

/  Estimated  maximum  number  of  postings  made 
each  month. 
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A.  Records  and  Files — Continued. 

4.  Under  the  name  of  each  detail  ledger  listed  above  give 

the  following  information — Continued. 

g  Estimated  minimum  number  of  postings  made 
each  month. 

5.  Under  the  heading  “General  ledger  and  journal  or  journal 

vouchers”  give  the  following  information: 

a  Is  there  a  general  ledger  (or  record  of  summary 
and  controlling  accounts)  kept? 
b  If  so,  give  outline  of  accounts  in  trial  balance  form 
showing  totals  and  balances  as  of  a  date  speci¬ 
fied. 

c  Are  the  general  ledger  accounts  posted  through  a 
summary  journal  ? 
d  If  not,  are  journal  vouchers  used? 
e  If  a  journal  (or  journal  voucher)  is  used,  are  the 
entries  so  recorded  taken  from  the  totals  of  reg¬ 
isters  of  documents  and  reports  above  described? 
/  How  often  is  the  general  ledger  posted  ? 
g  How  often  and  at  what  dates  is  it  balanced  ? 
h  How  often  and  at  what  dates  are  the  subsidiary 
ledgers  totaled,  balanced,  and  proved  ? 
i  How  is  this  done  ? 

j  Are  the  trial  balances  or  reports  taken  from  detail 
accounts  and  proved  to  general  ledger  accounts ; 
and,  if  so,  at  what  periods? 

B.  Reports. 

1.  What  regular  reports  required  by  law  are  currently 

rendered : 

a  To  Congress. 
b  Other. 

2.  What  regular  reports  not  required  by  law  are  currently 

rendered : 
a  Daily. 
b  Weekly. 
c  Semimonthly. 
d  Monthly. 
e  Quarterly. 

/  Yearly. 
g  Other. 

3.  What  special  reports  have  been  asked  for  during  the  last 

year: 

a  By  Congress. 
b  By  the  President. 
c  By  head  of  department. 
d  By  heads  of  bureaus. 
e  By  heads  of  divisions. 
f  Other. 

4.  With  reference  to  each  of  the  reports  listed  above,  state 

the  record  source  from  which  the  information  is  obtained , 
whether  the  same  is  produced  directly  from  the  totals 
and  balances  of  accounts,  or  requires  further  analysis 
of  the  accounts;  and  to  whom  rendered. 
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C.  Pay  Rolls,  Pay  Vouchers,  and  Miscellaneous  Compilations. 

1.  Give  list  of  pay  rolls  and  classes  of  pay  vouchers. 

2.  Give  names  (with  references  to  attached  exhibits)  of  any 

compilations  not  otherwise  classified,  such  as  the  fol¬ 
lowing  : 

a  Attendance  and  leave  records  or  reports. 
b  Piecework  records  or  reports  of  individual  em¬ 
ployees. 

c  Efficiency  records  or  reports. 

d  Operative  statistics  of  working  divisions  or  sec¬ 
tions. 


3.  With  reference  to  each  pay  roll,  each  class  of  pay  vouch¬ 
ers,  and  each  compilation  listed  under  “1”  and  “2” 
give  particulars  as  follows: 
a  Period  covered. 
b  Content  and  scope. 
c  Source  of  information. 
d  Procedure  of  preparation. 
e  To  whom  submitted: 

1)  Name. 

2)  Title. 

/  Purpose. 


D.  Costs  of  Compilation. 

1 .  Give  name  of  each  person  employed  in  receiving,  check¬ 

ing,  compiling,  filing,  indexing,  recording,  reporting, 
and  other  work  in  the  office  or  offices  connected  with 
accounting  and  reporting,  and  with  reference  to  each 
name  give : 
a  Title. 
b  Salary. 

c  Work  performed. 

d  Estimated  average  time  per  month  on  each  class 
of  work. 

2.  Relist  the  records  kept  and  classes  of  wmrk  performed 

as  showm  above,  and  under  each  record  or  class  of 
work  show  the  names  of  persons  keeping  such  record 
or  performing  such  wTork,  and  opposite  each  name  give 
the  data  called  for  in  the  following  form : 


Names  of  employees. 

Title. 

Annual 

salary. 

Average 
daily  time. 

Average 
daily  cost. 

Estimated 

annual 

cost. 

'  t 

Form  6. 


Page  1. 


EXHIBIT  ^X. 


Tlie  President’s  Commission 

Department _ _ _ 

Board,  Commission,! 

on  Economy  and  Efficiency. 

Date  as  of  which  report  is  pre¬ 
pared,  - ,191 

Prepared  by — 

Office,  or  Bureau,/ 

Division  ... .  . . .  . . 

Building . . - . . 

Reviewed  and  approved  by — 

Location  of  building _ . . . 

Location  of  office  in  building _ 

(Use  a  different  first  sheet  for  each  division  or  section  reported  on.) 


QUESTION. 

ANSWER. 

I.  Collection  of  Cost 
Data — Labor  Costs. 

A.  COLLECTION  OF  DATA  ON 

LABOR  COSTS  BY  MEANS  OF 

INDIVIDUAL  DAILY  TIME  OR 

WORK  REPORTS. 

1.  Extent  of  Use. 

a)  Are  individual  daily 
time  or  work  reports  ren¬ 
dered  which  form  the  basis 
for  obtaining  labor  costs  and 
distributing  the  same  to  jobs 
or  other  cost  units? 

b)  If  any  individual  daily 
time  or  work  reports  are  ren¬ 
dered,  state: 

Yes. 

1)  Number  of  persons 
(officials  or  employ¬ 
ees)  in  office,  divi¬ 
sion,  or  section. 

126. 

2)  Number  and  service 

126. 

class  of  persons  by 
whom  or  for  whom 
individual  daily 
time  or  work  re¬ 
ports  are  rendered. 
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EXHIBIT  _A_ — Continued. 


Tlie  President’s  Commission  on  Economy  and  Efficiency. 


QUESTION. 

ANSWER. 

I.  Collection  of  Cost 
Data,  etc. — Contd. 

A.  collection  of  data  on 

LABOR  COSTS  BY  MEANS  OF 

individual  daily  TIME  OR 

WORK  REPORTS- — COntd. 

1.  Extent  of  Use—  Contd. 

b)  If  any  individual  daily 
time  or  work  reports  are  ren¬ 
dered— Contd. 

3)  Number  and  service 
class  of  persons  by 
whom  or  for  whom 
individual  daily 
time  or  work  re¬ 
ports  are  not  ren¬ 
dered. 

None. 

c)  If  there  are  any  persons 
(officials  or  employees)  by 
whom  or  for  whom  individ¬ 
ual  daily  time  or  work  re¬ 
ports  are  not  rendered,  is  the 
attendance  or  absence  of 
such  persons  or  the  quan¬ 
tity  of  work  performed  by 
them  reported  daily  or  more 
frequently  by  any  other 
means? 

d)  If  individual  daily  time 
or  work  reports  are  rendered, 
is  a  standard  form  furnished 
or  prescribed  by  the  central 
office  of  the  bureau  of  de¬ 
partment  used? 

Yes. 

e)  If  so,  insert  form  filled 
out  to  illustrate  use. 

Exhibit  No.  1. 

./)  Is  a  special  form  of  in- 
di\  idual  daily  time  or  work 
reports  used  ? 

Yes. 

PRESIDENT’S  COMMISSION  ON  ECONOA\Y  AND  EFFICIENCY 


CIRCULAR 

IN  RE 

REPORTS  TO  BE  PREPARED  BY  THE  COMMITTEES  ON 
ECONOMY  AND  EFFICIENCY  OF  THE  EXECUTIVE 
DEPARTMENTS  AND  INDEPENDENT 
ESTABLISHMENTS 

REGARDING 

1.  ACTION  TAKEN  DURING  THE  PRESENT  ADMINISTRA¬ 

TION  LOOKING  TO  THE  EFFECTING  OF  ECONOMIES 
AND  INCREASED  EFFICIENCY 

2.  PUBLICATIONS  BEING  ISSUED  BY  THE  EXECUTIVE  DE¬ 

PARTMENTS  AND  ESTABLISHMENTS 

3.  DEPARTMENTAL  AND  BUREAU  LIBRARIES 


CIRCULAR  NO.  16 


•'i'* 


WASHINGTON 

1911 


<3 

COPY  OF  LETTER  SENT  TO  HEADS  .OF  DEPARTMENTS  AND  INDEPENDENT 
ESTABLISHMENTS  OF  THE  GOVERNMENT. 


Dear  Mr.  Secretary:  I  am  sending  you  herewith  three  circulars 
prepared  by  the  Commission  on  Economy  and  Efficiency  relative  to 
three  investigations  and  reports  which,  acting  on  the  recommendation 
of  the  commission,  I  desire  to  have  made  by  the  several  departments 
and  independent  establishments.  These  reports  being  made  by  your 
committee  will  be  made  directly  to  you,  but  copies  of  them  should  be 
forwarded  to  me  in  order  that  I  may  transmit  them  to  the  Commission 
on  Economy  and  Efficiency  for  its  consideration.  It  is  my  desire 
that  the  commission  should  make  a  formal  report  to  me  regarding 
the  subjects  to  which  these  circulars  relate.  I  have  instructed  the 
commission,  however,  in  preparing  its  report  to  confer  with  you  or 
your  committee  relative  to  all  matters  that  affect  your  department 
as  covered  by  these  investigations  in  order  that  you  may  be  not  only 
fully  informed  regarding  the  conclusions  of  the  commission,  but  that 
the  effort  should  be  made  to  reach  conclusions  that  will  be  indorsed 
by  the  commission  and  yourself.  These  reports  by  the  commission 
should  be  in  my  hands  prior  to  October  1  of  the  present  year.  It  is 
desirable  therefore  that  the  departmental  committees  should  use 
every  possible  dispatch  in  prosecuting  their  inquiries  and  in  making 
their  reports. 

Sincerely,  yours, 

Wm.  H.  Taft. 


The  White  House,  June  9,  1911. 
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ACTION  TAKEN  DURING  THE  PRESENT  ADMINISTRATION 
LOOKING  TO  THE  EFFECTING  OF  ECONOMIES  AND 

INCREASED  EFFICIENCY. 

The  work  of  making  a  thorough  investigation  of  the  organization, 
activities,  and  methods  of  business  of  the  executive  departments  of 
the  National  Government  with  a  view  to  discovering  features  in  respect 
to  which  improvements  looking  to  the  effecting  of  economies  and 
increased  efficiency  is  a  task  of  such  magnitude  that  it  is  essential 
that  it  should  be  undertaken  concurrently  by  a  number  of  bodies. 
This  work,  consequently,  has  been,  and  is  being,  prosecuted  bv  the 
departments  and  bureaus  themselves,  by  the  special  departmental 
committees  on  economy  and  efficiency,"  and  by  the  central  body 
known  as  the  President’s  Commission  on  Economy  and  Efficiency. 
While,  as  stated,  it  is  desirable  that  the  cooperation  of  all  these  bodies 
,  i*1  tlie  general  work  should  be  secured,  it  is  essential,  if  duplication 
of  effort  is  to  be  avoided,  if  the  maximum  benefit  is  to  be  obtained 
from  the  efforts  put  forth,  and  if  the  ground  to  be  traversed  is  to  be 
covered  in  a  systematic  manner,  that  all  having  to  do  with  the  under¬ 
taking  should  possess  complete  information  regarding  what  work  has 
been  and  is  being  done  by  the  others. 

This  work  of  making  known  what  has  been  done  by  the  various 
departmental  committees  and  the  departments  and  bureaus  them¬ 
selves,  together  with  information  concerning  its  own  work  and  plans, 
can  only  be  performed  by  the  President’s  commission.  Both,  in 
order  that  it  may  itself  have  that  full  knowledge  regarding  the  action 
that  has  been  taken  by  the  departments  and  the  departmental  com¬ 
mittees  which  will  permit  it  to  perform  its  duties  properly,  and  in 
order  that  the  departments  themselves  may  be  informed  regarding 
each  other’s  work,  it  is  necessary  that  a  report  should  be  prepared 
setting  forth  in  full  a  statement  of  all  investigations  that  have  been 
made  in  the  various  departments  of  their  business  methods,  of  the 
results  of  such  investigations  in  the  way  of  recommendations  and 
action  actually  taken,  and  generally  of  all  changes  that  have  been 
made  in  organization  and  methods  during  the  present  administration 
with  a  view  to  effecting  economies  and  increased  efficiency,  whether 
made  as  the  result  of  special  investigations  or  not. 

Such  a  report  can  best  be  made  by  the  departmental  committees 
on  economy  and  efficiency.  In  this  report  it  is  especially  desirable 
that  a  full  statement  should  be  given  of  the  work  performed  by  firms 
of  expert  accountants  who  were  employed  to  make  special  investi¬ 
gations,  of  the  cost  of  such  investigations,  of  the  recommendations 
made,  and  the  extent  to  which  such  recommendations  have  been  put 
into  practice. 

An  account  should  also  be  given  of  any  investigation  undertaken 
by  an  officer  or  committee  within  the  department.  Appended  to  the 
report  of  the  departmental  committees  should  be  a  list  of  all  reports 
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REPORTS  TO  BE  PREPARED. 


of  investigations,  whether  made  by  expert  accountants  outside  or 
persons  within  the  departments,  and  if  copies  of  these  reports  have 
not  been  sent  to  the  President’s  commission  they  should  be  trans¬ 
mitted  with  the  departmental  committee’s  report. 

The  securing  of  this  full  information  is  not  only  desirable  for  the 
reasons  already  stated,  but  also  for  other  reasons.  At  as  early  a 
date  as  is  feasible  a  full  report  should  be  made  for  the  information 
of  Congress  and  the  people,  of  all  work  that  has  been  undertaken  for 
the  purpose  of  effecting  improvements  in  the  manner  in  which  gov¬ 
ernmental  affairs  are  considered,  regardless  of  the  auspices  under 
which  performed.  In  making  such  report,  however,  it  is  desirable 
that  the  persons  or  services  responsible  for  each  piece  of  work  should 
be  clearly  indicated.  This  is  necessary  both  in  order  that  the  cir¬ 
cumstances  under  which  the  work  was  performed  may  be  made 
known  and  that  proper  credit  may  be  given  to  the  persons  and 
departments  responsible  for  the  work. 

It  is  desired,  therefore,  that  the  committees  in  preparing  these 
reports  should  keep  these  considerations  in  mind,  as  it  may  be  desir¬ 
able  to  incorporate  such  reports,  in  full  or  in  part,  in  the  reports  of 
the  President’s  commission. 


PUBLICATIONS  BEING  ISSUED  BY  THE  EXECUTIVE 
DEPARTMENTS  AND  ESTABLISHMENTS. 
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PUBLICATIONS  BEING  ISSUED  BY  THE  EXECUTIVE 
DEPARTMENTS  AND  ESTABLISHMENTS. 


The  great  variety  of  the  publications  issued  by  the  Government, 
and  the  large  expense  involved  in  their  preparation,  printing,  and 
distribution,  makes  the  matter  of  the  determination  of  the  extent  to 
which  their  publication  is  justified  one  of  importance  from  the  stand¬ 
point  of  economy.  Although  the  subject  of  public  printing  has 
recently  been  thoroughly  investigated  by  the  Senate  Committee  on 
Printing,  as  the  result  of  which  certain  changes  in  existing  practices 
have  been  recommended  and  a  bill  introduced  for  the  purpose  of 
carrying  these  recommendations  into  effect,  much  still  remains  to 
be  done. 

The  Senate  inquiry  was  directed  towards  the  subject  of  public 
printing  as  a  matter  of  general  legislation.  Only  incidentally  did  it 
seek  to  determine  whether  the  publication  of  specific  reports  or  doc¬ 
uments  should  be  continued  or  changes  made  in  respect  to  them. 
What  is  needed,  to  supplement  the  work  done  by  this  committee,  is 
a  detailed  study  of  the  publications  now  being  issued  by  the  depart¬ 
ments,  in  which  each  publication  will  be  taken  up  separately  and  a 
decision  arrived  at  as  to  whether  its  continued  publication  is  justi¬ 
fiable;  and  if  so,  to  what  extent  changes  should  be  made  in  respect 
to  its  character,  contents,  size  of  edition  printed,  method  of  distri¬ 
bution,  etc. 

This  investigation  can  best  be  made,  in  the  first  instance,  by  the 
departmental  committees.  These  committees  are  not  only  in  imme¬ 
diate  touch  with  the  services  making  the  reports,  and  therefore  in  a 
position  to  pass  upon  the  purposes  served  by  them,  but  the  prosecut¬ 
ing  of  this  inquiry  by  representatives  of  the  departments  will  mean 
that  upon  the  latter  will  be  thrown  the  obligations  of  making  a 
thorough  study  of  this  phase  of  their  activities,  with  a  view  to  deter¬ 
mining  features  in  respect  to  which  changes  can,  with  advantage, 
be  made. 

In  making  this  investigation  each  publication  issued  by  the  depart¬ 
ment  should  be  taken  up  in  turn  and  subjected  to  a  critical  study, 
with  a  view  to  determining  whether  its  publication  serves  a  purpose 
of  sufficient  value  to  warrant  its  continued  issue;  whether  the  same 
information  can  not  be  secured  and  made  known  in  a  more  econom¬ 
ical  or  effective  way;  whether  changes  should  be  made  in  the  report 
with  a  view  to  improving  its  character,  reducing  its  bulk,  or  cost: 
whether  its  publication  should  emanate  from  some  other  source; 
whether  changes  should  be  made  in  respect  to  size  of  the  edition  or 
the  method  of  its  distribution;  and,  generally,  whether  changes  can 
be  made  in  any  respect  that  will  result  in  economy  or  increased 
efficiency. 

This  inquiry  is  not,  however,  intended  to  be  one  into  the  value  of 
the  educational,  scientific,  and  statistical  work  of  the  Government, 
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except  in  so  far  as  information  bearing  on  this  subject  may  be  inci¬ 
dentally  developed.  Its  primary  purpose  is  to  discover— 

1.  Those  cases  where  for  some  special  reason  Congress  has  imposed 
upon  the  administration  the  obligation  of  making  certain  reports, 
without  having  given  any  special  consideration  to  the  expense 
involved  in  compiling  and  publishing  such  reports  or  to  the  best 
manner  in  which  the  information  can  be  obtained. 

2.  Those  cases  where  reports  are  being  made  simply  because  such 
publication  has  been  had  in  the  past  and  the  matter  of  their  con¬ 
tinued  publication  has  not  received  special  consideration. 

3.  Those  cases  where  the  information  furnished  by  the  report  can 
be  furnished  in  a  more  condensed  and  economical  form. 

The  commission  already  lias  knowledge  of  a  number  of  cases  where 
services  of  the  Government  are  making  reports,  because  they  are 
under  the  obligation  to  do  so,  which  they  do  not  believe  to  be  of 
sufficient  utility  to  warrant  the  trouble  and  cost  involved  and  which 
they  would  be  glad  to  discontinue  if  authorized  to  do  so.  There  are 
others  which  contain  detailed  descriptive  matter  the  insertion  of 
which  serves  no  useful  purpose,  while  there  are  still  others  in  which 
the  data  presented  could  be  given  in  a  more  compact  form  by  being 
thrown  into  tabular  statements  or  by  revising  the  forms  of  tables 
that  are  employed.  There  is  little  doubt  that  a  thorough  and  detailed 
stud}',  such  as  is  here  proposed,  will  bring  to  the  light  a  large  number 
of  other  such  cases  where  the  publication  can  be  either  wholly  dis¬ 
continued  or  made  in  a  much  more  economical  manner. 

In  making  this  inquiry  it  is  important  to  distinguish  between  the 
necessity  for  having  the  information  furnished  by  the  publication 
compiled  and  reduced  to  report  form  and  that  of  having  such  report 
printed.  It  is  quite  likely  that  cases  will  be  found  where  every 
purpose  will  be  served  by  having  the  report  made  and  filed,  in  manu¬ 
script  form,  in  the  proper  office  or  offices. 

As  stated,  it  is  not  desired  that  any  attempt  should  be  made  by 
the  committees  to  determine  the  value  of  the  purely  scientific  publi¬ 
cations  of  their  departments.  It  is  desirable,  however,  that  the 
reports  of  the  committee  should  embrace  data  regarding  each  such 
publication,  in  order  that  a  general  picture  may  be  obtained  of  the 
publications  being  issued  by  the  various  sendees.  From  the  critical 
standpoint,  attention  should  be  concentrated  upon  those  publications 
which  are  issued  for  purely  administrative  purposes  or  in  pursuance 
of  orders  of  Congress.  This  applies  not  only  to  the  more  formal 
reports,  but  to  the  miscellaneous  publications,  such  as  registers,  lists, 
regulations,  and  the  like. 

As  regards  the  methods  to  be  employed  by  the  committees  in  mak¬ 
ing  this  investigation,  it  is  believed  that  the  effort  should  first  be  made 
to  secure  certain  data  regarding  each  publication  issued  during  the 
fiscal  year  ending  June  30,  1911.  This  data  should  at  least  show: 

1.  The  title  of  the  publication. 

2.  The  bureau  or  service  from  which  issued  or  in  which  pur¬ 
chased. 

3.  The  authority  for  preparation  and  publication.  If  the  pub¬ 
lication  is  made  in  pursuance  of  express  provision  of  law,  such 
provision  of  law  should  be  reproduced  in  full.  If  made  in  pur¬ 
suance  of  a  general  authorization  of  law,  such  general  authori¬ 
zation  should  be  either  reproduced  in  full  or  cited  and,  if  made 
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in  pursuance  of  an  authorization  of  some  administrative  officer, 
the  title  of  the  officer  making  the  authorization  and  the  provision 
of  law  granting  to  the  officer  the  power  to  make  such  authori¬ 
zation  should  be  given.  Especially  should  the  fact  be  brought 
out  as  to  whether  the  issue  of  the  publication  is  mandatory  or 
discretionary. 

4.  The  purpose  of  the  publication.  In  giving  this  informa¬ 
tion  the  most  important  distinction  to  he  made  is  as  to  whether 
the  publication  is  made  in  order  to  serve  some  administrative 
purpose  or  for  the  diffusion  of  knowledge.  If  the  publication  is 
intended  to  serve  an  administrative  purpose,  care  should  be 
taken  to  describe  exactly  what  this  purpose  is.  If  the  publica¬ 
tion  is  intended  to  give  to  the  public  the  results  of  a  scientific 
investigation,  a  brief  statement  to  this  effect  will  be  sufficient, 
though,  of  course,  there  is  no  objection  to  a  fuller  description 
being  given  of  the  value  of  the  publication  from  such  standpoint. 

5.  The  frequency  of  issue  of  the  publication — that  is,  whether 
a  special  report  that  is  issued  only  once,  one  that  is  issued  at 
regular  or  varying  intervals  of  time  and  at  what  intervals, 
whether  a  part  of  a  serial  publication,  etc. 

6.  Size  or  form. 

7.  Number  of  pages. 

8.  Whether  bound  or  unbound. 

9.  Whether  illustrated  or  not. 

10.  Number  of  copies  printed. 

11.  If  the  publication  is  one  for  administrative  purposes  or  in 
order  to  furnish  Congress  with  information  demanded  by  it,  the 
cost  involved  in  preparing  the  report.  This  cost  should  include 
the  expense  involved  in  securing  the  information,  the  keeping  of 
such  records  as  have  to  be  specially  kept  in  order  that  the  infor¬ 
mation  may  be  obtained,  and  all  other  expenses  that  are  directly 
due  to  the  preparation  of  the  report  and  could  be  eliminated  if 
the  publication  of  the  report  were  discontinued.  It  is  hardly 
thought  feasible  to  attempt  to  secure  similar  information  con¬ 
cerning  the  cost  of  preparing  reports  giving  the  results  of  scien¬ 
tific  research. 

12.  The  actual  cost  of  printing  the  report. 

13.  The  appropriation  from  which  the  cost  of  printing  the 
report  was,  or  will  be,  paid. 

14.  The  practice  in  respect  to  the  distribution  of  the  report. 
Under  this  head  should  be  given  a  general  account  of  the  princi¬ 
ples  determining  the  manner  in  which  the  publication  is  dis¬ 
tributed;  that  is,  the  bureau  or  agency  making  the  distribution, 
the  manner  in  which  a  selection  Is  made  of  the  persons  and 
institutions  to  receive  the  publication,  etc. 

15.  Anv  other  information  that  the  committee  may  deem  of 
value. 

With  this  information  secured,  the  committee  should  take  up  cost 
publication  and  state  its  opinion  regarding  the  changes,  if  any, 
which  should  be  made  in  respect  to  it.  It  is  desirable  that  separate 
sheets  should  be  used  for  the  presentation  of  the  data  and  conclusions 
regarding  each  publication. 

In  addition  to  thus  making  a  detailed  study  of  the  individual  pub¬ 
lications  of  their  re  spective  departments,  it  is  desired  that  the  com- 
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mittees  should  at  the  same  time  consider  and  report  upon  some  of 
the  more  general  phases  of  the  whole  subject  of  Government  printing 
and  publications.  Among  such  general  phases  may  be  mentioned 
the  following: 

1.  What  steps,  if  any,  should  be  taken  looking  to  the  con¬ 
centration  in  one  Division  of  Publications  of  all  work  having 
to  do  with  the  execution  of  printing,  whether  of  reports  or  forms, 
the  determination  of  the  character  of  the  type,  paper,  and  form 
of  the  publications  to  be  employed,  the  work  of  preparing  the 
manuscript  for  the  printer,  of  preparing  indexes  and  of  proof 
reading,  and  the  custody  and  distribution  of  the  forms  and 
reports.  In  passing  upon  this  matter,  it  is  desirable  that  the 
committees  should  describe  the  conditions  and  practices  exist¬ 
ing  in  the  various  services  of  their  departments  and  discuss  fully 
the  advantages  and  disadvantages  of  concentration,  and  their 
reasons  for  such  recommendations  as  they  make  in  the  matter. 

2.  What  changes,  if  any,  should  be  made  in  respect  to  the  mat¬ 
ter  of  the  distribution  of  public  documents.  Under  this  head 
should  be  considered  the  extent  to  which  greater  precautions  can 
be  taken  to  avoid  duplication  in  the  distribution  of  reports,  the 
records  that  should  be  kept  of  persons  receiving  reports,  the  sys¬ 
tem  for  keeping  such  records,  the  extent  to  which  the  custody  and 
distribution  of  documents  should  be  concentrated  in  one  division, 
etc. 

3.  What  measures,  if  any,  can  be  taken  to  cut  down  the  ex¬ 
pense  involved  in  the  job-printing  work  of  the  departments. 
This  involves  especially  a  consideration  of  measures  that  inaj'  be 
employed  for  exercising  a  stricter  administrative  control  over  the 
individual  bureaus  and  divisions  in  respect  to  the  requisitions 
made  by  them  for  the  printing  of  forms  and  other  documents  used 
in  their  current  work.  Possible  economies  may  be  made  in  the 
way  of  reducing  the  size  or  changing  the  form  of  documents  or 
forms  so  that  there  will  be  less  waste  in  cutting  up  the  commercial 
sizes  of  paper,  in  using  a  cheaper  grade  of  paper,  in  figuring  more 
closely  regarding  the  number  of  copies  required,  in  standardizing 
forms,  so  that  the  same  form  can  be  used  by  a  number  or  all  of 
the  bureaus,  and  in  various  other  ways. 

4.  What  record,  if  any,  should  be  kept  of  the  cost  of  printing 
the  various  publications  issued.  Appended  to  this  circular  is  a 
copy  of  the  form  used  by  the  Bureau  of  the  Census  in  keeping 
such  a  record.  All  of  the  information  called  for  by  this  form 
can  readily  be  secured  from  the  bill  of  the  Public  Printer  or 
other  documents  in  the  bureau.  The  information  furnished  by 
these  forms  has  been  of  great  value  to  the  officers  of  the  Bureau 
of  the  Census  in  exercising  administrative  control  over  the  cost 
of  printing,  the  desirability  of  ordering  reprints,  etc.  This  form 
is  brought  to  the  attention  of  the  committees  for  the  purpose  of 
securing  from  them  an  expression  of  opinion  as  to  whether  similar 
records  should  be  maintained  generally  by  the  services  of  the 
Government,  and  what  changes,  if  any,  should  be  made  in  the 
form  used  by  the  Bureau  of  the  Census. 

5.  Any  other  matters  germane  to  the  subject  of  public  print¬ 
ing  and  the  issue  and  distribution  of  public  documents  that  in 
the  opinion  of  the  committees  should  receive  consideration. 
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Department  oe  Commerce  and  Labor, 

BUREAU  OF  THE  CENSUS. 

Title:  . . 

Size:  Quarto.  Octavo.  No.  of  pages _ 

Requisition  No .  Date  of  requisition . No.  of  copies,  original  order 

First  copy  received  in  division .  First  copy  sent  to  printer . 

Final  proof  approved  for  printing . Completed  work  received . 


Cost  of  first  1,000  copies. 


Item. 

Amount. 

Item. 

Amount. 

Composition . 

Paper . 

(Straight,  ...  pp.;  tabular,  ...  pp.) 

Author’s  corrections . 

Electrotvping . 

Binding . 

(Cloth, . .  copies;  paper, . .  copies.) 

Total  cost,  first  1.000  copies . 

Illustrations . 
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Cost  per  page,loth 
first  1,000:  |utner . 

Total . 

Photo-engravings . ,  S . 

Lithographs . ,  S . 

Wax  engravings . ,  $ . 

Photolithographs . .  $ . 

Rush  and  overtime  work . 

Press  work . 

Cost  of  balance  of  original  order,  by 
items: 

Presswork . 

Paper . 

Binding . 

Illustrations . 

Total  cost  oj  original  order  and  reprints. 
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Edition. 
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copy. 
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First  reprint . 
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Third  reprint . 

Total . 
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DEPARTMENTAL  AND  BUREAU  LIBRARIES. 


A  large  number  of  distinct  libraries  are  now  being  maintained  by 
the  various  bureaus  and  services  of  the  Government  .  These  libraries 
have  come  into  existence  from  time  to  time  to  meet  the  needs,  or 
supposed  needs,  of  the  different  services.  They  are  a  source  of  con¬ 
siderable  expense  to  the  Government.  This  expense  consists  not 
merely  in  the  expenditures  made  for  the  purchase  of  books  and 
periodicals,  binding,  and  the  like,  and  in  the  payment  of  salaries  of 
ibrarians  and  other  persons  administering  the  affairs  of  the  library, 
but,  also,  in  the  room  space  required  by  them.  This  latter  expense 
is  quite  an  important  item  in  view  of  the  fact  that  many  services  are 
crowded  for  room  and  quarters  outside  of  the  Government  buildings 
have  to  be  rented. 

The  matter  of  the  extent  to  which  these  libraries  serve  a  real 
administrative  need,  are  of  the  character  that  they  should  be,  are 
administered  in  the  best  manner,  etc.,  constitutes  a  question  that 
it  is  desirable  to  have  carefully  investigated.  This  investigation  can 
best  be  made  by  the  departmental  committees  on  economy  and 
efficiency. 

In  making  this  inquiry  the  effort  should  be  made  to  determine,  in 
respect  to  each  library  maintained: 

1.  The  statutory,  or  other  authority,  for  the  establishment  and 
maintenance  of  the  library. 

2.  The  amount  of  money  appropriated  for  its  support  for  the 
fiscal  year  ending  June  30,  1911,  if  specific  appropriation  for  the 
library  is  made. 

3.  If  no  specific  appropriation  is  made,  the  appropriation  or 
appropriations  from  which  the  expenses  of  the  library  are  met. 

4.  The  amount  of  money  expended  in  maintenance  of  the 
library  during  the  fiscal  year  ending  June  30, 1911 .  If  the  exact 
figures  can  not  be  given,  a  close  estimate  should  be'  secured. 
These  expenditures  should  be  itemized  as  follows: 

a.  Purchase  of  books,  subscriptions  to  periodicals,  etc. 

b.  Binding. 

c.  Library  supplies,  equipment,  etc. 

d.  Salaries  of  librarians,  clerks,  etc.,  with  number  of  such 

employees,  and  salaries. 

5.  The  number  of  volumes  or  titles  in  the  library. 

6.  The  floor  space  occupied. 

7.  The  character  of  the  books  constituting  the  library. 

8.  A  description  of  the  methods  employed  in  administering  the 
affairs  of  the  library. 

9.  A  determination  of  the  extent  to  which,  in  the  opinion  of 
the  committee,  the  library  contains  books  which  are  not  of  value 
in  connection  with  the  administration  of  the  service  in  which  the 
library  exists. 

10.  Any  other  point,  or  points,  concerning  which,  in  the  opin¬ 
ion  of  the  committee,  it  is  desirable  to  secure  information. 
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In  making  this  investigation,  the  committee  should  have  in  mind 
the  making  of  specific  recommendations  in  respect  to  the  desirability 
of  maintaining  the  library  in  the  future,  of  consolidating  it  with  some 
other  library,  of  changing  its  character,  limiting  its  scope,  modifying 
its  methods  of  administration,  etc. 

It  is  quite  possible  that  cases  will  be  found  where  a  library  serves 
no  real  administrative  need,  and  where,  consequently,  there  is  no 
justification  for  its  continued  maintenance.  Even  where  it  is  desira¬ 
ble  that  the  library  should  be  maintained,  it  is  certain  that  inves¬ 
tigation  will  show  that  the  library  has  upon  its  shelves  a  great  many 
volumes  which  should  not  find  a  place  there.  Many,  if  not  most,  of 
these  special  libraries  receive  copies  of  official  reports  which  are  sent 
to  them,  without  solicitation  on  their  part,  volumes  which  are  turned 
over  to  them  by  bureau  chiefs  and  other  officials  because  they  have 
no  other  place  to  send  them,  works  acquired  to  meet  some  special 
need  which  has  passed  away,  etc.  Many  cases  will  also  be  found 
where  the  libraries  are  in  possession  of  partial  sets  of  reports  or  peri¬ 
odicals,  such  incompleteness  practically  destroying  their  value  to  the 
library. 

It  is  believed  that  a  useful  purpose  will  be  served  if  the  head  of  each 
bureau  having  a  library  wou  d  have  made  a  detailed  investigation  of 
all  books  in  the  library  for  the  purpose  of  determining  whether  they 
are  such  as  are  of  real  utility  to  the  bureau,  and  of  taking  steps  for  the 
disposition  of  all  such  as  are  not  of  real  utility  to  the  bureau. 

The  policy  should  be  that  of  rigidly  weeding  out  all  books  not 
required  and  thus  reducing  the  library  to  the  smallest  possible  com¬ 
pass.  Doing  this  will,  it  is  believed,  result  in  an  improvement  in 
various  ways.  It  will  reduce  the  shelf  room  and  floor  space  required, 
lessen  correspondingly  the  number  of  titles  in  the  catalogue  or  card 
index,  reduce  the  amount  of  labor  involved  in  directing  and  caring 
for  the  library,  and  at  the  same  time  facilitate  the  actual  use  of  the 
librarv. 
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ORGANIZATION  CHARTS 

OF  THE 

DEPARTMENT  OF  THE  NAVY 


PREPARED  AS  PART  OF  A  REPORT  ON  THE  ORGANIZATION  OF  THE 
GOVERNMENT  OF  THE  UNITED  STATES  AS  SHOWN  BY  OUTLINES 
OF  ORGANIZATION,  CHARTS,  AND  MAPS 
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INTRODUCTORY  NOTE. 


The  President  s  Commission  on  Economy  and  Efficiency  has  in  preparation  a  report  the  purpose  of  which 
is  to  show  in  detail  exactly  how  the  National  Government  is  organized  for  the  performance  of  its  manifold  duties. 
The  basis  of  this  report  will  be  a  compilation,  known  as  Outlines  of  Organization,  which  will  exhibit  all 
organization  units,  so  far  as  ascertainable,  listed  and  classified  so  as  to  bring  out  their  relations  to  each  other  and 
to  show  direct  lines  of  authority. 

In  order  that  the  more  significant  feature  of  these  relations,  as  indicated  by  the  grouping  of  units,  may  be 
more  clearly  seen  and  readily  grasped,  it  is  planned  that  charts  will  be  prepared  to  show  graphically  the  facts 
presented  in  the  outlines.  Wherever  services  are  maintained  in  the  field,  it  is  also  contemplated  that  maps 
will  be  prepared  on  which  will  be  indicated  all  places  at  which  stations  are  being  maintained  or  operations 
conducted.  # 

The  work  of  preparing  these  outlines,  charts,  and  maps  is  now  under  way  in  all  of  the  departments  and 
establishments  of  the  Government,  and  in  a  number  of  cases  reports  have  been  made  to  the  commission.  The 
series  of  charts  which  have  been  prepared  for  the  Navy  Department  are  so  complete  in  scope  and  carry  out  so 
effectively  the  ideas  of  the  commission  that  it  is  thought  that  a  useful  purpose  would  be  served  by  giving  them 
advance  publication.  Appended  to  this  circular  are,  therefore,  the  charts  for  this  department.  They  were 
prepared  under  the  direction  of  the  committee  on  economy  and  efficiency  of  the  Navy  Department,  the  tracings 
being  made  by  the  Bureau  of  Construction  and  Repair. 
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TO  REPRESENTATIVES  OF  DEPARTMENTS  DETAILED  TO  WORK  ON  THE  ACCOUNTING  METHODS 
AND  PROCEDURE  FOR  THE  PURPOSE  OF  HARMONIZING  THE  PRACTICES  AND  ENABLING 
THE  SEVERAL  BUREAUS  AND  BRANCHES  OF  THE  SERVICE  TO  STATE  THEIR  ACCOUNTS 
ON  A  COMMON  BASIS. 


The  principal  purpose  of  this  circular  is  to  call  attention  of  representatives  of  departments  detailed  to 
work  on  the  accounting  methods  and  procedure,  to  the  importance  of  promptly  beginning  the  scheduling 
and  registering  three  classes  of  documents,  viz,  purchase  orders,  delivery  invoices,  and  public  vouchers. 
At  the  same  time  it  is  thought  desirable,  so  far  as  possible,  to  answer  other  questions  which  have  been 
raised  with  respect  to  the  accounting  forms  on  which  representatives  are  at  work. 

.  (3) 


SUGGESTIONS  AS  TO  SCHEDULES  OF  DOCUMENTS  AND  REGISTERS  OF  DOCUMENTS  AND 
SCHEDULES,  FOR  USE  IN  DEVELOPING  A  UNIFORM  SYSTEM  OF  CONTROLLING  ACCOUNTS 
AND  SUMMARY  REPORTS. 


A  plan  for  the  registration  of  the  documents  repre¬ 
senting  the  business  transactions  as  they  pass  is  the 
first  necessary  step  to  be  taken  in  the  installation  of 
central  or  controlling  accounts.  The  purpose  of  such 
registration  is  to  develop  totals  of  transactions  by 
classes,  against  which  the  accuracy  of  trial  balances 
and  reports  drawn  from  detailed  records  may  be 
proven. 

Realizing  the  importance  of  such  a  current  regis¬ 
tration,  beginning  with  July  1 ,  1 91 1 ,  in  order  to  comply  j 
with  Circulars  Nos.  34  and  35,  issued  by  the  Comp¬ 
troller  of  the  Treasury  and  approved  by  the  Secretary 
of  the  Treasury,  the  joint  committee  on  expenditure 
documents  and  the  joint  committee  on  accounting  and 
reporting  have  met  from  time  to  time  for  the  purpose 
of  arriving  at  a  conclusion  as  to  the  classes  of  docu- 
ments  which  should  be  separately  registered  and  as  to 
the  forms  of  schedules  and  registers  by  means  of  which 
such  controlling  totals  may  be  established.  As  a  basis 
for  such  discussion,  the  members  of  these  committees 
have  had  before  them  such  drafts  as  had  been  sub¬ 
mitted,  both  in  answer  to  requests  made  by  the  com¬ 
mission  and  in  response  to  the  letter  of  the  President, 
requesting  that  forms  drafted  as  a  basis  for  requisi¬ 
tions  for  next  year’s  stationery  supplies  be  submitted 
to  him  before  they  were  sent  to  the  comptroller  for 
his  approval.  Considering  the  requirements  of  the 
departments  represented,  the  following  tentative  con¬ 
clusions  have  been  reached,  and  are  submitted  with 
the  request  that  any  question  or  criticism  relating 
thereto  be  taken  up  with  the  commission: 

Documents  containing  original  evidence  of  transactions  to 

be  registered. 

The  documents  containing  original  evidence  of 
transactions  to  be  registered,  other  than  those  pecu¬ 
liar  to  the  Department  of  the  Treasury  are: 

1.  Appropriation  warrants. 

2.  Estimates  as  a  basis  for  allotment. 

3.  Allotments. 

4.  Advices  of  recisions  of,  and  adjustments  to  fund,  appro¬ 

priation  and  allotment  accounts. 


5.  Advices  of  reimbursements  and  increments  to  funds  and 

appropriations.  . 

6.  Purchase  requisitions. 

7.  Contracts  (encumbrances  on  funds,  appropriations  and 
allotments). 

8.  Purchase  orders,  and  schedules  of  purchase  orders. 

9.  Expenditure  authorizations  (encumbrances). 

10.  Delivery  invoices  and  schedules  of  delivery  invoices. 

11.  Public  vouchers  and  schedules  of  public  vouchers. 

12.  Advices  of  reserves  for  salaries  and  wages. 

13.  Time  reports  and  schedules  of  time  reports. 

14.  Pay  rolls  and  pay  vouchers. 

15.  Judgments  and  awards. 

16.  Requisitions  for  cash  advances  to  disbursing  officers. 

17.  Advices  of  deposits  to  the  credit  of  disbursing  officers. 

18.  Advices  of  revenues  accrued  and  accounts  receivable. 

19.  Advices  of  collections. 

20.  Advices  of  repayments  of  cash  advanced  to  disbursing 
officers. 

21.  Receipt  vouchers  (certificates  of  deposit). 

22.  Stores  requisitions  and  schedules  of  stores  requisitions. 

23.  Stores  reports  and  inventories. 

24.  Transfer  vouchers. 

25.  Journal  vouchers. 

26.  Disbursing  officers,  accounts  current. 

27.  Certificates  of  auditors,  settlements  of  accounts  current. 

28.  Certificates  of  auditors,  direct  settlements. 

29.  Advices  of  disallowances,  etc. 

30.  Advices  of  suspensions. 

31.  Reimbursement  vouchers  payable. 

The  documents  requiring  special  attention  in  the 
preparation  of  requisitions  for  the  next  fiscal  year  are: 
Purchase  requisitions. 

Purchase  orders  and  schedules  of  purchase  orders. 

Delivery  invoices  and  schedules  of  delivery  invoices. 

Public  vouchers  and  schedules  of  public  vouchers. 

Stores  requisitions  and  schedules  of  stores  requisitions. 

Since  these  are  the  documents  on  which  most  of  the 
expenditure  transactions  of  the  Government  are 
carried,  it  is  desirable  that  all  of  the  information  neces¬ 
sary  to  the  three  classes  of  accounts  prescribed  in 
Treasury  Circular  No.  34  be  provided  for.  It  is  also 
desirable  that  the  above-named  schedules  shall  pro¬ 
vide  for  all  of  the  information  needed  for  registration 
as  a  means  of  accumulating  totals  for  summary  and 
controlling  accounts.  It  may  be  stated  that  the 
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prompt  installation  of  these  three  classes  of  schedules 
is  of  greater  importance  than  any  other  work  to  be 
done.  If  these  three  forms  of  schedules  have  not  been 
provided  for  by  July  1,  care  should  be  taken  that  the 
information  should  be  carried  on  lists  prepared  in  the 
office  through  which  the  documents  pass  until  such 
time  as  the  schedules  are  put  into  current  use.  The 
intention  is  that  the  schedules  shall  be  prepared  in  the 
first  accounting  office  in  which  documents  are  as¬ 
sembled  and  through  which  documents  pass,  the 
schedules  to  be  prepared  in  such  number  of  copies 
as  may  be  needed  by  other  offices  requiring  such 
information. 

Register  of  documents  the  purpose  of  which  is  to  develop 

totals  of  transactions  by  classes  to  be  posted  to 

general  and  controlling  accounts. 

For  the  purpose  of  developing  totals  of  transac¬ 
tions,  by  classes,  to  be  posted  to  general  and  con¬ 
trolling  accounts,  the  following  register  of  documents 
or  schedules  of  documents  should  be  used: 

1.  Register  of  appropriation  warrants. 

2.  Register  of  allotments. 

3.  Register  of  recisions  of  and  adjustments  to  fund,  appro¬ 

priation  and  allotment  accounts. 

4.  Register  of  reimbursements  and  increments  to  funds  and 

appropriations. 

5.  Register  of  contracts  (encumbrances  on  funds,  appropria¬ 

tions,  and  allotments). 

6.  Register  of  schedules  of  purchase  orders  (or  register  of 

approved  requisitions  in  case  encumbrances  are  set  up 

from  requisitions). 

7.  Register  of  expenditure  authorizations. 

8.  Register  of  schedules  of  delivery  invoices. 

9.  Register  of  schedules  of  public  vouchers  for  payment  by 

disbursing  officer. 

10.  Register  of  schedules  of  claims  and  public  vouchers  sent 

to  the  auditor  for  direct  settlement. 

11.  Register  of  reserves  for  salaries  and  wages. 

12.  Register  of  time  reports  or  schedules  of  time  reports. 

13.  Register  of  pay  rolls  and  pay  vouchers. 

14.  Register  of  judgments  and  awards. 

15.  Register  of  accrued  requisitions  for  cash  advances  to  dis¬ 

bursing  officers. 

16.  Register  of  revenues  and  accounts  receivable. 

17.  Register  of  cash  receipts. 

18.  Register  of  repayments  of  cash  advanced  to  disbursing 

officers. 

19.  Register  of  receipted  stores  requisitions. 

20.  Register  of  disallowances. 

21.  Register  of  suspensions. 

22.  Register  of  reimbursement  vouchers  payable. 


For  purposes  of  control  all  of  the  classes  of  data 
above  provided  for  are  important.  This  does  not 
mean,  however,  that  a  separate  book  need  be  kept  for 
each  class  of  documents  to  be  registered.  By  having 
a  register  form,  which  is  of  the  same  size,  for  each 
class,  any  number  of  classes  of  documents  may  be  reg¬ 
istered  in  the  same  book.  In  such  event  the  section 
in  which  each  class  of  documents  is  registered  would 
best  be  indicated  by  a  tab,  in  order  that  no  time  may 
be  lost  in  finding  the  page  on  which  a  schedule  or  docu¬ 
ment  is  to  be  listed.  Nor  is  it  necessary  that  all  of  the 
registers  be  started  at  once,  although  this  would  be 
desirable.  In  some  offices  in  which  there  are  few 
transactions  of  one  or  more  of  the  classes  referred  to 
these  transactions  may  be  readily  summarized  and 
totalized  at  any  time.  Generally  speaking,  however, 
current  registration  will  be  found  to  be  more  satis¬ 
factory,  since  by  this  means  detailed  entries  may  be 
made  in  regular  sequence  as  the  documents  pass,  and 
at  the  close  of  each  month  the  information  will  have 
been  collected  which  is  necessary  to  the  posting  to 
the  general  and  controlling  accounts.  The  registers 
which  require  special  attention  and  which  under  any 
circumstances  should  be  started  on  July  1,  are: 

Register  of  schedules  of  purchase  orders. 

Register  of  schedules  of  delivery  invoices. 

Register  of  schedules  of  public  vouchers  sent  to  the  disbursing 
officer  for  payment.  * 

Register  of  schedules  of  claims  and  public  vouchers  sent  to 
auditor  for  direct  settlement. 

Register  of  schedules  (or  summaries)  of  stores 
requisitions. 

If  need  be,  the  other  registers  listed  above  may  be 
installed  later,  for  the  reason  that  the  transactions 
to  be  recorded  are  relatively  few  and  may  be  entered 
in  ^a  journal  currently  or  carried  on  working  papers 
and  later  written  up  without  serious  inconvenience  to 
the  accounting  office. 

Suggested  forms  of  schedules  and  registers. 

For  the  purpose  of  facilitating  the  work  of  drafting 
forms  of  schedules  of  documents  and  forms  of  registers 
which  it  is  thought  are  most  important  in  laying  the 
foundation  for  the  installation  of  the  next  year’s 
accounts,  four  forms  of  schedules  and  one  form  of 
register  are  appended  hereto,  marked  "Exhibits  1  and 
5,  inclusive.”  Two  forms  of  invoice  schedules  are  sub¬ 
mitted — the  one  (Form  1)  to  provide  for  listing  by 
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totals  only  invoices  or  other  documents  representing 
deliveries  which  are  submitted  on  Government  sta¬ 
tionery,  and  the  other  (Form  2)  to  provide  for  listing 
the  items  contained  on  invoices  which  are  not  sub¬ 
mitted  on  Government  stationery.  Two  forms  of 
voucher  schedules  are  submitted  for  the  followin'! 
uses  and  purposes: 

Form  3  is  submitted  for  use  in  such  offices  as  are 
equipped  with  typewriters  of  broader  carriage  than 
letter  size. 

Form  4  is  designed  for  use  on  board  ship  and  at 
stations  where  wide-carriage  typewriting  machines  are 
not  available,  the  form  being  narrow  in  order  to  adapt 
it  to  the  ordinary  letter  size  of  machine.  Other  adap¬ 
tation  may  be  necessary,  as  in  a  navy  yard  where  a 
column  for  the  “inspection  call”  number  may  also  be 
desired. 

Form  5  is  designed  for  use  as  a  register  of  voucher 
schedules. 

On  the  same  form  schedides  of  other  documents 
may  also  be  entered. 

The  reasons  which  have  guided  in  the  preparation 
of  forms  submitted  have  been  as  follows : 

Schedules  of  delivery  invoices  ( forms  1  and  2). 

As  the  aim  has  been  to  avoid  duplication  of  work, 
Form  1  has  been  designed  to  list  by  totals  only  the 
delivery  invoices  or  other  documents  representing 
delivery  of  goods  which  have  been  submitted  on  Gov¬ 
ernment  stationery.  On  the  other  hand  there  are  two 
reasons  why  it  would  seem  to  be  desirable  to  list  items 
contained  on  invoices  which  have  not  been  submitted 
on  Government  stationery,  viz : 

1.  That  deliveries  will  be  represented  by  all  kinds 
and  descriptions  of  memoranda  from  dray  tickets  to 
formal  tradesmen’s  statements,  and  these  miscella¬ 
neous  documents  or  memoranda  will  not  make  a  good 
form  of  record. 

2.  That  the  dray  tickets,  delivery  slips,  tradesmen’s 
bills,  etc.,  on  which  such  items  are  listed,  do  not  pro¬ 
vide  for  the  accounting  information  necessary  to  a 
classification  and  distribution  of  the  items  contained 
thereon.  As  it  would  seem  desirable  to  have  an  entry 
somewhere  which  would  show  such  classification  and 
indicate  the  distribution  to  be  made,  and  which  also 
will  permit  the  classification  and  distribution  to  be 
properly  authenticated  and  approved  before  entry,  a 
schedule  should  be  prepared  on  a  Government  form 
setting  forth  the  items.  The  practice  of  listing  items 


contained  on  invoices  already  obtains  in  many 
branches  of  the  service  where  stores  and  cost  accounts 
are  kept;  at  such  points  the  practice,  therefore,  would 
not  involve  any  additional  labor  in  the  document  work 
as  these  lists  may  be  utilized  as  schedules  of  items. 
After  the  schedule  has  been  made  the  schedules  would 
be  registered  by  totals  in  the  same  manner  as  the 
invoices  are  registered  by  totals  by  the  practice  which 
it  is  suggested  should  be  followed  when  form  No.  1 
is  used. 

Schedules  of  'public  vouchers  for  payment  by  disbursing 

officers  {forms  3  and  f). 

Forms  of  schedules  which  are  here  submitted  are 
to  serve  the  purpose  not  only  of  listing  of  vouchers 
transmitted,  but  also  are  of  such  a  character  that 
when  filed  they  may  serve  as  a  detailed  accounting 
record.  By  utilizing  this  schedule  as  a  detail  account¬ 
ing  record,  one  of  the  two  postings  essential  to  a 
double-entry  system  may  be  avoided.  The  posting 
wTork  would  be  practically  reduced  to  the  simplicity 
of  a  single-entry  system.  The  second  or  controlling 
entry  would  be  developed  by  the  cumulation  of 
totals  by  schedules  in  a  corresponding  register  (form  5) . 
By  having  the  schedides  prepared,  in  the  office  where 
originally  made,  in  such  numbers  of  copies  as  may 
be  needed  to  serve  the  accounting  purposes  in  each 
of  the  offices  where  other  detail  or  summary  accounts 
are  kept,  the  schedule  avoids  the  necessity  of  regis¬ 
tration  in  detail  in  each  of  these  places.  Further¬ 
more,  by  classifying  the  vouchers  on  the  schedule 
in  such  a  manner  that  a  subtotal  may  be  developed 
for  each  fund,  appropriation,  or  allotment,  these 
subtotals  may  be  recapitulated  in  controlling  regis¬ 
ters  direct  from  the  schedule  itself,  and  each  of  the 
offices  may  obtain  its  entries  in  the  registers  and 
schedules  which  will  develop  the  postings  required 
without  added  work. 

On  form  3,  columns  15,  16,  and  17  have  been  left 
without  headings,  since  it  might  be  desirable  to  use 
these  for  a  different  kind  of  information  in  each  of  the 
offices  to  which  these  schedules  or  copies  of  schedules 
are  to  be  sent,  making  a  standard  form  for  every  pur¬ 
pose  where  the  office  preparing  the  schedule  is  not 
limited  to  a  letter-size  typewriter.  Form  4  is  espec¬ 
ially  adapted  to  such  branches  of  the  service  as  have 
no  other  equipment  for  the  preparation  of  schedules 
than  a  typewriter  of  ordinary  letter  width.  While 
the  information  carried  is  not  as  complete  as  that 
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provided  for  on  form  3,  provision  is  made  for  the  devel¬ 
opment  of  all  of  the  controlling  data,  thereby  avoiding 
the  necessity  of  registering  the  vouchers  in  detail  in 
any  of  the  offices  to  which  a  schedule  would  be  sent. 
For  the  purpose  of  scheduling  vouchers  which  are  sent 
to  the  auditor  for  direct  settlement  the  same  forms 
would  be  used  as  for  schedules  of  public  vouchers  for 
payment  by  disbursing  officers,  the  only  difference 
being  a  change  in  the  title.  As  a  matter  of  accounting 
practice,  however,  if  the  vouchers  were  sent  direct 
from  the  scheduling  office  to  the  auditor  a  copy  of 
such  schedule  would  be  sent  to  each  of  the  accounting 
offices  keeping  accounts  affected  thereby. 

Register  voucher  schedules  ( form  5). 

The  form  submitted  for  the  registration  of  voucher 
schedules  is  one  which  would  develop  the  totals  of 
vouchers  only  and  distribute  these  totals  to  the 
accounting  divisions  over  which  subcontrols  are  to 
be  established.  A  different  register,  or  other  sections 
of  the  same  register,  would  carry  the  totals  of  order 
adjustments  and  invoice  adjustments,  and  would 
distribute  these  to  corresponding  subcontrol.  The 
total  column  would  be  posted  from  the  total-amount 
column  on  each  schedule  and  the  subcontrol  columns 
would  be  posted  from  the  subtotals  in  the  amount 
column  of  the  schedules.  In  case  vouchers  were 
received  which  had  not  been  scheduled,  or  in  case  the 
documents  passing  are  so  few  or  infrequent  as  to 
make  registration  of  schedules  of  little  or  no  advan¬ 
tage,  form  3  would  be  used  as  a  register  of  public 
vouchers  instead  of  a  schedule.  The  same  form 
(form  3)  would  also  be  used  for  the  registration  of 
purchase  orders  and  delivery  invoices,  the  only  differ¬ 
ence  being  a  change  in  captions. 

Definition  of  Terms. 

In  order  that  there  may  be  no  confusion  as  to  the 
significance  of  terms  employed  in  relation  to  the 
forms  above  referred  to,  they  will  be  understood  to 
have  the  following  meaning: 

Controlling  account. 

A  controlling  account  is  a  summary  of  transactions 
of  a  class,  independently  established  under  a  double¬ 
entry  accounting  procedure,  the  purpose  of  which  is 
to  provide  a  total  or  balance  by  means  of  which  the 
accuracy  of  all  of  the  posting  to  detail  accounts  of  the 
same  class  may  be  determined.  The  theory  govern¬ 
ing  a  controlling  account  is  an  adaptation  of  the  math¬ 


ematical  theorem  “the  sum  of  all  parts  must  equal 
the  whole.”  Since  under  a  double  entry  accounting 
procedure  two  entries  are  made  for  each  transaction  of 
each  class,  if  one  of  the  entries  be  made  in  a  controlling 
account  (or  in  a  register,  the  total  of  which  is  posted 
to  a  controlling  account)  and  the  other  be  made  in  a 
ledger  of  detail  accounts  of  the  same  class,  the  balance 
of  all  accounts  kept  iix  such  ledger  should  at  all  times 
equal  the  balance  of  the  single  general  account  kept 
for  the  purpose  of  control.  The  purpose  of  controlling 
accounts  being  administrative,  the  classification  and 
the  titles  of  controlling  accounts  should  correspond 
with  the  classification  and  titles  contained  in  sum¬ 
mary  reports  or  statements  which  are  to  be  made 
from  the  controlling  account. 

General  controlling  accounts. 

General  controlling  accounts  are  accounts  kept  for 
the  purpose  of  producing  the  most  general  or  sum¬ 
mary  form  of  statement  or  report,  which  is  to  be  used 
for  the  purpose  of  exercising  administrative  control. 

Intermediate  controlling  accounts. 

Intermediate  controlling  accounts  are  accounts  kept 
for  the  purpose  of  providing  the  data  necessary  to  the 
making  of  reports  in  the  nature  of  analyses  of  general 
controlling  accounts,  but  which  are  used  for  the  pur¬ 
pose  of  establishing  control  over  the  accuracy  of  de¬ 
tailed  accounts.  For  example,  detailed  accounts  in 
the  Navy  Department  may  be  kept  at  the  navy  yards. 
It  may  be  desirable  to  have  information  in  the  nature 
of  a  general  summary  or  statement  of  accounts  for  the 
department  as  a  whole,  and  at  the  same  time  to  have 
this  so  subclassified  that  control  may  be  established 
not  only  by  yards,  but  also  by  bureaus,  through  which 
expenditures  are  made  at  the  yards.  In  such  event 
the  bureau  classification  would  be  intermediate;  that 
is,  in  the  nature  of  an  analysis  of  the  general  or  sum¬ 
mary  accounts  for  the  department  as  a  whole,  and  at 
the  same  time  might  be  used  for  purposes  of  control 
over  the  ledgers  or  parts  of  ledgers  containing  detail 
accounts  kept  at  the  yards  supporting  these  interme¬ 
diate  summaries.  Under  the  double-entry  procedure 
contemplated,  both  the  general  controlling  accounts, 
and  the  intermediate  controlling  accounts,  would  be 
established  through  the  same  registration  of  documents 
or  schedules  of  documents.  The  most  summary  or 
general  control  would  be  established  in  the  total  col¬ 
umn  of  the  register;  the  intermediate  or  subcontrols 
would  be  established  by  columnar  analysis  of  entries 
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on  each  page  of  the  register.  In  case  further  subdi¬ 
vision  is  desired  this  classification  of  the  register  may 
be  obtained  by  using  different  sections  for  each,  these 
sections  being  indicated  by  tabs.  In  this  manner  any 
number  of  intermediate  controls  may  be  established 
without  duplication  of  the  work  of  detail  posting. 
Contract. 

For  the  purpose  of  the  registration  and  postings 
referred  to  in  this  circular,  contracts  will  be  understood 
to  mean  such  agreements,  and  such  only,  as  are  fixed 
in  amount  and  which  operate  to  definitely  encumber 
funds,  appropriations,  or  allotments.  A  unit  price 
agreement,  though  it  be  formal  in  character,  estab¬ 
lished  by  advertisement  and  public  letting,  is  not  to  be 
registered  or  posted  as  a  contract.  Since  the  purpose 
of  the  registration  and  posting  is  to  develop  totals  of 
encumbrances  on,  or  commitments  of  funds,  appropri¬ 
ations,  or  allotments,  the  registration  of  any  contract 
which  does  not  so  operate  would  defeat  the  purpose  of 
the  account.  Contracts  for  personal  services  are  not 
included  under  tins  head,  but  will  be  treated  as  a  re¬ 
serve  for  salaries  and  wages. 

Purchase  order. 

The  term  “purchase  order  ”  is  used  to  mean  all  re¬ 
quests  for  goods  or  services  which,  upon  acceptance  or 
when  acted  upon,  constitutes  an  agreement.  Such  re¬ 
quests,  therefore,  when  made,  are  in  the  nature  of  com¬ 
mitments  of  the  funds,  appropriation,  or  allotments 
necessary  to  meet  the  requirements  for  payment  of 
claims  arising  thereunder.  Orders  will  be  treated  as 
encumbrances  only  when  not  issued  under  contracts 
which  have  already  been  registered  as  an  encumbrance. 
By  the  plan  herein  suggested,  the  total  amount  of  con¬ 
tracts  would  be  set  aside  or  reserved  as  a  commitment 
at  the  time  the  contract  is  entered  into.  Any  orders, 
therefore,  which  under  such  contracts  are  necessary  to 
direct  the  contractor  when  and  where  to  deliver  goods 
and  in  what  quantities,  cannot  be  considered  as  pur¬ 
chase  orders.  To  enter  such  orders  into  an  account  or 
register  them  for  purposes  of  control,  would  cause  a 
double  encumbrance  and  be  set  up  under  the  contract. 
It  is  suggested  by  the  Committee  on  Accounting  and 
Reporting  that  orders  issued  on  registered  contracts 
should  be  called  special-contract  orders  to  distinguish 
them  from  purchase-orders,  and  that  the  special-con¬ 
tract  orders  be  on  a  different  color  of  stationery  than 
the  purchase  orders. 

Deliver y  invoices. 

For  the  purpose  of  this  circular  a  delivery  invoice 
is  understood  to  mean  any  document  or  memoran¬ 
dum  the  purpose  of  which  is  to  show  the  price  and 


amount  of  goods  delivered  (or  services  other  than  per¬ 
sonal  rendered),  which  is  to  be  registered  for  purpose 
of  control  and  to  be  posted  to  stores,  expense,  or 
construction  accounts.  Documents  on  which  reim¬ 
bursements  of  employees  of  the  Government  for 
travel,  subsistence,  etc.,  are  made  are  not  to  be  con¬ 
sidered  as  delivery  invoices;  these  are  to  be  separately 
registered.  Since  the  purpose  of  keeping  stores, 
expense,  and  construction  accounts  is  to  show  the 
quantity  and  cost  of  stores  received  and  dispensed 
and  the  cost  accrued  for  expenses  of  construction  dur¬ 
ing  a  period  reported  on,  it  is  essential  to  the  carrying 
out  of  this  purpose  that  entries  be  made  from  docu¬ 
ments  which  are  coincident  with  the  receipt  of  goods 
and  the  completion  of  services. 

Following  the  practice  of  some  of  the  departments, 
where  goods  are  delivered  for  purposes  of  inspection 
but  not  received  into  stores  and  not  used  on  the  work 
until  after  inspection  has  been  made,  and  where,  for 
the  information  of  the  inspector,  the  tradesmen’s  bill 
is  restated  on  Government  stationery,  the  corrected 
and  certified  copy  of  this  document,  upon  receipt  from 
the  inspector,  may  be  registered  and  posted  as  a  de¬ 
livery  invoice.  This  practice  would  be  preferable  to 
the  registration  and  posting  of  the  tradesmen’s  in¬ 
voice,  for  the  reason  that  goods  are  not  taken  into 
stock  or  used  until  the  inspection  has  been  made  and 
up  to  that  time  the  goods  have  not  been  received. 
Under  such  practice  the  inspector’s  return  becomes 
both  the  invoice  and  the  basis  for  the  voucher. 

Public  voucher. 

As  distinguished  from  the  deliver}”  invoice,  the  pub¬ 
lic  voucher  is  a  document  which  carries  upon  it  a  claim 
of  a  person  not  in  the  employment  of  the  Government, 
and  winch  has  been  approved  for  payment  in  a  definite 
amount  stated.  Such  vouchers  constitute  an  author¬ 
ity  for  the  expenditure  of  money  out  of  a  fund,  appro¬ 
priation,  or  allotment.  The  public  vouchers  should 
be  classified  in  such  manner  as  to  indicate  what  vouch¬ 
ers  are  for  the  liquidation  of  encumbrances,  such  as 
contracts  and  purchase  orders,  and  what  vouchers  are 
not  for  the  liquidation  of  encumbrances.  Unless  tins 
distinction  is  clearly  indicated,  there  will  be  no  means 
for  reducing  encumbrances  set  up  against  appro¬ 
priations  or  reducing  contract  accounts  affected  by 
vouchers  approved. 

Reimbursement  voucher. 

A  reimbursement  voucher  is  a  document  on  which 
the  account  or  claim  of  an  employee  of  the  Govern¬ 
ment  is  stated  and  approved  for  payment.  Such  a 
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voucher  would  cover  disbursements  for  travel,  sub¬ 
sistence,  etc.  As  no  information  is  obtained  from 
which  the  expenditure  may  be  taken  up  in  the  accounts 
prior  to  the  receipt  of  the  voucher,  a  separate  rcgistra-  I 
tion  will  permit  of  a  double  journal  entry  being  made 
direct  from  the  total  of  the  one  register  to  both  the 
fund  and  the  expense  accounts. 

Tentative  draft  of  journal  entries  to  he  made  from 

monthly  totals  of  documents  registered. 

It  is  thought  that  it  may  be  of  assistance  to  the 
representatives  of  the  departments  detailed  to  account¬ 
ing  work  to  have  before  them  the  following  tentative 
draft  of  journal  entries.  While  it  is  impossible  to 
decide  on  the  exact  form  which  such  entries  should 
take  until  the  outline  of  controlling  accounts  has  been 
established,  as  required  under  paragraph  3  of  Treasury 
Circular  No.  34,  this  draft  is  submitted  as  embracing 
most  of  the  general  classes  of  controlling  totals  to  be 
reached.  Any  subtotals  or  subcontrols  may  be 
developed  by  columnar  analysis  on  the  registers. 

1.  From  the  register  of  appropriation  warrants. 

Unexpended  balance  of  funds  and  appropri¬ 
ations  (to  be  subclassified  as  desired), 
to 

Unallotted  balance  of  funds  and 
appropriations.  (Same  classifi¬ 
cation.) 

2.  From  the  register  of  allotments. 

Unallotted  balance  of  appropriations.  (Same 
classification  as  No.  1.) 
to 

Unencumbered  balance  of  allot¬ 
ments.  (Same  classification  as 
No.  1.) 

3.  From  the  register  of  rescisions  of,  and  adjust¬ 

ments  to,  funds,  appropriations,  and  allot¬ 
ments. 

(This  entry  would  be  the  reverse  of  the 
original  entries  of  funds,  appropriations, 
and  allotments  rescinded  or  corrected.) 

4.  From  the  register  of  reimbursements  a  nd  incre¬ 

ments  to  funds  and  appropriations. 
Unexpended  balance  of  funds  and  appro¬ 
priations.  (Same  classification  as  No.  1 .) 
to 

Unalloted  balance  of  funds  and 
appropriations. 


5.  From  the  register  of  contracts  ( encumbrances ). 
Unencumbered  balance  of  allotments, 
to 

Reserve  for  contract  encumbrances. 
G.  From  the  register  of  schedules  of  purchase 
orders  ( encumbrances ) . 

Unencumbered  balance  of  allotment, 
to 

Reserve  for  purchase  order  encum¬ 
brances. 

7.  From  the  register  of  expenditure  authorization. 

Unencumbered  balance  of  allotments, 
to 

Reserve  for  expenditure  authoriza¬ 
tion. 

8.  From  the  register  of  schedules  of  delivery  in¬ 

voices. 

Stores. 

Expenses. 

Administration. 

Operation. 

Maintenance. 

Fixed  charges. 

Capital  outlays. 

Contingencies  and  losses. 

Expenditures  for  other  departments, 
to 

Invoices  payable. 

9.  From  the  register  of  schedules  of  public  vouchers 

sent  to  disbursing  officers  for  payment. 

(a)  Reserves  for  contract  encumbrances  on 

allotments. 

Reserves  for  purchase  order  encum¬ 
brances  on  allotments. 

Reserves  for  expenditure  authoriza¬ 
tions, 
to 

Unexpended  balance  of  funds 
and  appropriations. 

and — 

( b )  Reserve  for  cash  advanced  to  disbursing 

officers 

to 

Cash — in  the  hands  of  disburs¬ 
ing  officer. 

and 

(c)  Invoices  payable 

to 

Vouchers  payable. 
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10.  From  the  register  of  schedules  of  public  vouchers 

sent  to  the  auditor  for  direct  settlement. 

(а)  Reserve  for  contract  encumbrances  on 

allotment. 

Reserve  for  purchase  order  encum¬ 
brances  on  allotment. 

Reserve  for  expenditure  authoriza¬ 
tion, 
to 

Unexpended  balance  of  funds 
and  appropriations. 

and 

(б)  Invoices  payable. 

Judgments  and  awards  payable 

to 

Vouchers  payable. 

11.  From  the  register  of  reserves  for  salaries  and 

wages. 

Unallotted  balance  of  funds  and  appro¬ 
priation, 
to 

Reserve  for  salaries  and  wages. 

12.  From  the  register  of  time  reports  {or  schedules 

of  time  reports). 

Expenses. 

Administration. 

Operation. 

Maintenance. 

Fixed  charges. 

Capital  outlays. 

Contingencies  and  losses. 

Expenditures  for  other  departments, 
to 

Salaries  and  wages  payable. 

13.  From  the  register  of  pay  rolls  and  pay  vouchers. 

(a)  Reserve  for  salaries  and  wages 
to 

Unexpended  balance  of  funds  and 
appropriations. 

and 

(b)  Reserve  for  cash  advanced  to  dis¬ 

bursing  officers 
to 

Cash — in  the  hands  of  disbursing 
officers 

and 

(c)  Salaries  and  wages  payable 
to 

Pay  rolls  and  pay  vouchers  payable. 
99550—11 - 3 


14.  From  the  register  of  judgments  and  awards. 

Expenses. 

Administration. 

Operation. 

Maintenance. 

Fixed  charges. 

Capital  outlays. 

Contingencies  and  losses, 
to 

Judgments  and  awards  payable. 

15.  From  the  register  of  approved  requisitions  for 

cash  advances. 

Cash — in  the  hands  of  disbursing  officer 
to 

Reserve  for  cash  advanced  to  dis¬ 
bursing  officers. 

16.  From  the  register  of  revenues  and  accounts 

receivable. 

Revenues  receivable. 

Accounts  receivable — General  fund. 
Accounts  receivable — Trust  funds. 
Accounts  receivable — Special  funds, 
to 

Revenues. 

Reserves  for  trust  funds. 

Reserves  for  special  funds. 

17.  From  the  register  of  cash  receipts. 

Cash. 

to 

Revenues  receivable. 

Accounts  receivable — General  fund. 
Accounts  receivable — Trust  fund. 
Accounts  receivable — Special  fund. 

18.  From  the  register  of  repayment  of  cash  advances 

to  disbursing  officers. 

Reserve  for  cash  advanced  to  disbursing 
officer, 
to 

Cash — in  hands  of  disbursing  officer. 

19.  From  the  register  of  schedules  ( summary )  of 

receipted  stores  requisitions . 

Expenses. 

Administration. 

Operation. 

Maintenance. 

Capital  outlays. 

Expenditures  for  other  departments, 
to 

Stores. 


. 
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20.  From  the  register  of  auditor’s  disallowances. 

(Reversing  entries  to  be  made  for 
every  previous  entry  effected.) 

21.  Register  of  adjustments  of  purchase  orders  and 

invoices  vouched  for  payment. 

(a)  Reserve  for  purchase  order  incum¬ 
brances, 
to 

Unencumbered  balance  of  funds,  ap¬ 
propriations,  and  allotments  (or 
the  reverse,  if  the  amount  of  the 
vouchers  exceed  the  amount  of 
the  orders). 

and 

( b )  Invoices  payable, 
to 

Stores. 

Expenses. 

Adminis  tra  tion . 

Operation. 

Maintenance. 


21.  Register  of  adjustments  of  purchase  orders  and 

invoices  vouched  for  payment— Continued. 

( h )  Invoices  payable— Continued. 
Capital  outlays. 

Expenditures  for  other  departments 
(or  such  accounts  as  may  be  affected  by 
the  adjustments.) 

22.  Register  of  reimbursement  vouchers  payable. 

(a)  Reserve  for  expenditure  authoriza¬ 

tions 

to 

Unexpended  balance  of  funds,  ap¬ 
propriations,  and  allotments. 

and 

(b)  Expenses. 

Administration. 

Operation. 

Maintenance. 

Capital  outlays, 
to 

Vouchers  payable. 
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O  DELIVERY  INVOICE  SCHEDULE.  O 


Bureau  or 
Service. 


Date _ 

Schedule  No. 


THIS  FORM  FOR  USE  WHEN  INVOICE  IS  MADE  ON  GOVERNMENT  STATIONERY. 

[Invoice  to  be  listed  after  having  been  checked  and  signed  by  the  person  receiving  the  goods.] 


Invoice 

No. 


Contract  order  or 
authority. 


Vendor  or  claimant. 


Class. 


Appropriation  or 
allotment. 


Amount. 


Controlling 

account. 


Detail 

account. 


Form  No.  1.— (Size  8£by  14  inches.) 
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o  DELIVERY  INVOICE  SCHEDULE.  O 

Bureau  or  i  Date _ 

Service.  J  Schedule  No., . . 

THIS  FORM  FOR  USE  WHEN  INVOICE  IS  NOT  MADE  ON  GOVERNMENT  STATIONERY. 


[Invoice  to  be  listed  after  having  been  checked  and  signed  by  the  person  receiving  the  goods.] 


Description. 

Appropriation  or 
allotment. 

Amount. 

Account  Chargeable. 

1 

Invoice 
No.  (class). 

Order 

or 

con¬ 

tract 

specifi¬ 

cation. 

Number  list 
or  catalogue. 

Name. 

General. 

Detail. 

• 

< 

» 

Form  No.  2.— (Size  8§  by  14  inches.) 


SCHEDULE  OP  PUBLIC  VOUCHEES  FOB  PAYMENT  BY  DISBURSING  OFFICER. 


Bureau  or 
Service. 


'oucher  No. 


Cross  References  Order,  Con¬ 
tract,  or  Other  Incumbrances. 


Class. 


No. 


Payee. 


Date  . 


Schedule  No 


Amount. 


Appropriation  or 
allotment. 


Vouchers  liqui¬ 
dating  incum¬ 
brances. 


8 


Miscellaneous 

vouchers. 


Invoice  Adjustments. 


No. 


Add. 


Deduct. 


10  11 


12 


Adjustments  on 
Incumbrances. 


Add. 


13 


Deduct. 


14  1  15 


16 


17 


99550.  (To  face  page  14.) 


Form  No.  3 
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SCHEDULE  OF  PUBLIC  VOUCHERS  PAID  BY  DISBURSING  OFFICERS 

ON  BOARD  SHIPS. 


Name  of  Ship. 


Date  . 

Schedule  No. 


Voucher  No. 


Requisition 
contract  or 
authorization 
No. 


Appropriation  or 
allotment. 


Invoice  Adjustments. 


Amount. 


Number.  !  Add. 


Deduct. 


Adjustments  on  Incum¬ 
brances. 


Add. 


Deduct. 


Form  No.  4.— (Size  8}  by  14  inches.) 
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o 

[For  binding, 
If  inches.] 


REGISTER  OF  VOUCHER  SCHEDULES. 


Schedule 

No. 


Voucher  Nos. 


From —  To — 


Totals. 


o 


Controlling  Accounts. 


Form  No.  5. — (Size  14  by  17  inches.) 

This  form  may  be  used  for  the  following: 

Register  of  Orders. 

Register  of  Order  Adjustments. 

Register  of  Invoice  Schedules. 

Register  of  Invoice  Adjustments. 

Register  of  Pay  Rolls  or  Pay-roll  Schedules. 

Register  of  Schedules  of  Time  Tickets  and  Service  Distribution. 


o 


